St. Swithun’s Church

Diocese of New Westminster, Anglican Church of Canada

Position Description

Position Title:


Bookkeeper

Date approved by Trustees:


Date revised by Trustees:


Overview:

The bookkeeper records the parish’s financial transactions, makes adjustments and prepares reports, in a monthly cycle. 
Responsibilities:
1. Maintains books of account (including but not limited to preparing cheques, coding and posting to computer).
2. Prepares monthly financial statements.
3. Pays invoices, preparing deposits, journal entries, reconciliations of petty cash
4. Oversees issuing of cheques & payments of invoices.
5. Maintains a series of accounting/book-keeping spreadsheets for matters such as records of capital funds donations and expenditures, other assets.
6. Prepares and calculates the monthly remittance to the Diocese of New Westminster payroll functions.
7. Maintains CTF schedules and updates accounting records monthly, oversees cash flow requirements, and communications.
8. Maintains accounts and relations with banker.
9. Completes yearly HST/GST claims and coordinates with treasurer.
10. Completes monthly reconciliation for all bank accounts.
11. Oversees financial records and establishes procedures for safeguarding, including security and computer backup (backup monthly financial statements and store off-site).
12. Maintains current knowledge of regulatory changes and impacts on the organization’s books of Account (e.g. changes through CRA or WCB).
13. Oversees management of charitable tax receipts and gifts in kind. Coordinates receipts with Envelope Secretary & Treasurer.
14. Maintains an accurate and complete trail of supporting documentation for all financial and bookkeeping activities.
15. Maintains an up-to-date, complete and systematic filing system to support book-keeping and financial records.

Qualifications/Requirements
· A good working knowledge of bookkeeping in accordance with generally accepted accounting principles, specifically as they apply in a non-profit setting.
· Ability to work independently and as part of a team. 

· Understanding of and ability to maintain strict confidentiality.

Reporting Relationship:
The bookkeeper reports to the Warden 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.
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