
Financial Secretary 
 
Reports to:  Pastor as Head of Staff 
Directly Supervises: No other staff 
FLSA:   Non-Exempt 
Status:  Part Time (20 hours/week) 
 

Job Summary 
To oversee the daily financial operations of the Church in a timely, thorough, and 
confidential manner.  Acts as the fiscal agent of the Church, with instruction from 
the Finance and Administration Committee, in its dealings with designated 
depositories, investment institutions, and other fiscal institutions. 
This position works collaboratively with staff, Session, committees, and 
volunteers.  The responsibilities require execution in accordance with the Church 
mission and policies, procedures & standards of ethical conduct as well as federal 
and state laws and regulations concerning financial operations. 
 
 
 Essential Functions 

 

 Record all incoming and outgoing financial and endowment transactions 
for the Church  

 Record all payments received from donors, crediting contributions as 
requested by the donors for specific accounts. 

 Keep records of all investment transactions such as interest earned, 
money market and investment values, and the selling and buying of 
investments. 

 Deposit and receipt all Church remittances and non-endowed investments.  

 Process authorized payroll and accounts payable and submit quarterly 
federal and/or state filings. Keep employee payroll reports updated 

 Reconcile all account activity and ensure a positive cash flow position at 
all times. 

 Prepare and interpret monthly and year-to-date financial and statistical 
reports for all Church accounts/activities. 

 Maintain pledge records and prepare/distribute biannual and year-to-date 
reports. 

 

Other Responsibilities 

 Oversee the preparation of the Church budget, including accumulating 
requests and preparing working documents as needed for Session and/or 
Finance and Administration Committee meetings. 



 Assist in coordinating the stewardship program with the Stewardship 
Committee. 

 Coordinate collection of fees for building rental and other reservations. 

 Be bonded as required by the Finance and Administration Committee and 
the Session. 

 Acknowledge to the family or donor with a thank you note and tax receipt 
as deemed appropriate or necessary. 

 Prepare statistical reports for all committees. 

 Attend Finance and Administration Committee meetings. 

 Respect and maintain the confidentiality of all donor records and 
information 

 
 Minimum Qualifications 
 

This position requires a degree in accounting, pursuing a degree in accounting, 
or equivalent accounting experience, excellent organizational and communication 
skills, and proficiency in Microsoft Office and financial software systems.  The 
position holder must be a bonded employee. 

 
Core Competencies: 
 
Integrity and Trust: Is seen as trustworthy by others; practices direct, honest 
and transparent communication; keeps confidences; admits mistakes; doesn’t 
operate with hidden agendas; responds to situations with constancy and 
reliability. 
 
Organization Skills. Must keep up with all figures, data, and paperwork in their 
daily jobs. Need a system for quickly finding information they need. Should be 
able to organize their work to maximize productivity and allow time for 
undisturbed research and analysis. 
 
Attention to Detail: Consistently attends to the many small pieces which must 
be assembled into an organized whole; follows up on missing or out of balance 
items; resolves unanswered questions needed to address a problem; keeps the 
larger picture in mind while tending to the smallest of details. 
 
Informing Others: Provides the information people need to know to do their 
jobs well; helps people understand the information and knowledge and its 
relevance to the task at hand; is timely and transparent in the sharing of 
information 


