
Position Announcement
Position: Part-time paid position of IBC Treasurer.  

Salary: $160.00 per week ($8,320 annually)

Benefits: No paid benefits, position is subject to FICA

Closing Date:  Applications must be physically received in the Church Office no later than Thursday, May 16, 2013, by noon.

PRINCIPAL FUNCTION:

The Treasurer serves as the chief financial officer of the church, including maintaining a fiduciary responsibility for safeguarding church assets, establishment and implementation of appropriate internal controls, supervision and direction of all receipt and disbursement activities including cash counting and handling committees, maintaining member contribution records, a double entry accounting system, preparation of payments, reports, annual filings, and other related financial duties as assigned.  The Treasurer reports to the Finance Committee and must adhere to approved church policies and resolutions.

The Treasurer is an employee of the church and is nominated through the Personnel Committee and elected by the church body at a business meeting.  The Treasurer relationship can be terminated by either party by the delivery of thirty (30) days written notice to either party. When there is a case of fiscal malfeasance the Treasurer can be dismissed by the Senior Pastor effective immediately, but maintains the right of a hearing before the church at a specially called business meeting.

RESPONSIBILITIES:

1. Validates all budgeted bills as valid prior to payment.

2. Audits invoices presented for payment against prepared checks prior to signing checks and making distribution of checks.

3. Coordinates with another authorized check signer for a second signature on all checks of $1,000.00 or more.

4. Maintains employee compensation records, prepares, creates, and distributes payroll checks to church employees.

5. Ensures that all special bills approved by the church are paid in a timely manner and from appropriate budget or designated accounts.

6. Provides monthly financial reports and special reports as requested by church committees.

7. Ensures that all federal, state, and local tax obligations and reports are completed by the appropriate due dates.

8. Attend, in an advisory capacity, all Finance Committee meetings, participate in the preparation of the yearly budget, publish the proposed budget in a timely manner and maintain an audit process to ensure against budget overruns or cash flow problems.

9. Supervise the activities, policies, and procedures of the Counting Committee, audit and correct the contribution information entered into the church computer program by the Church Secretary and issue the annual contribution statements as required by the Internal Revenue Service.

10. Maintains the accounting records, invoices, correspondence and reports concerning church financial matters.

11. Establishes internal audit procedures including an annual report shall be made within thirty days of the end of the fiscal year and this report shall be audited by an internal audit committee (consisting of the trustees and others recommended by the Nominating Committee) on a yearly basis.  

12. Ensure that an external audit shall be performed at least every five years.

13. Maintain procedures to ensure that all books, records, and accounts kept by the treasurer shall be the property of the Church and shall be delivered to the Church periodically to be preserved as a permanent record of the church.  All these items shall be delivered to the church upon election of his successor.

14. The Treasurer will pay fixed expenses as approved in the annual budget, such as salary and benefit items, budgeted mission items, utilities, taxes, indebtedness, etc, without an invoice where appropriate.

15. Will ensure that there shall be only one treasury (bank account) for the church.  All monies received and disbursed in the name of Immanuel Baptist Church will go through the church bank account.

16. The Treasurer will perform the monthly accounting cycle closure according to generally acceptable accounting standards including reconciliation of the bank account, posting of accrual entries to the account records (where appropriate for fiscal year accounting (January 1 to December 31 is the established fiscal year)), and all other annual auditing adjustments required to maintain clear and consistent financial records.

QUALIFICATIONS:

1. Knowledge of non-profit accounting principles and practices.

2. Demonstrated ability to maintain an electronic accounting package, proficiency in Microsoft Word and Excel, computer email skills.

3. Member in good standing of Immanuel Baptist Church.
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