St. Swithun’s Church

Diocese of New Westminster, Anglican Church of Canada

Position Description

Position Title: 

Envelope Secretary
Date approved by Trustees:


Date revised by Trustees:


Overview:

The Envelope Secretary maintains a system to record offerings, records contributions received, issues receipts and prepares reports as needed.
Responsibilities:
· Record member contributions weekly, and issue receipts.
· Respond to parishioners enquiries regarding records or discrepancies.

· Set-up envelope holder’s Record of Offerings for new envelope holders.
· Prepare contribution reports and report to Vestry as requested by leadership.
· Maintain records. 

Year End

· Order envelopes for the next year.
· Ensure boxes of envelopes are distributed by the 3rd Sunday in December.
· Review envelope holder's records on computer and amend records as required.

· Reconcile donation records with deposits (work with Treasurer). Print statements and distribute by February 15.

· Remit required documentation to the CRA at year end.
· Organize previous year’s envelopes and copies of statements and store in Church (secured storage room) filing cabinet such that it is easy to audit them.

· Ensure that records older than seven years are destroyed.

· Make back-up disk of any records stored on computer.

Qualifications/Requirements

· Organized, detail oriented approach with ability to work independently.

· Understanding the need for and ability to maintain strict confidence.

· May require submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months – depending on the specific responsibilities of the Treasurer.

Reporting Relationship:
The Envelope Secretary reports to the Wardens and Treasurer.
Sample only: Important

This position description was provided by a parish and is offered as a sample only. Please check it against the Generic Template provided in the Introduction section to make sure that all points are covered as they might apply in your own parish.

You are encouraged to alter the position description to fit the characteristics of your parish. Parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.

Essential

Most parish employees and many parish volunteer leaders fall into the High-Risk Ministry category as defined by the diocesan Screening in Faith Policy. This includes providing a Police Record Check with Vulnerable Sector search. This needs to be clearly stated in the position description.
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