FOREST HILLS PRESBYTERIAN CHURCH
JOB DESCRIPTION MANUAL

FINANCIAL SECRETARY

PURPOSE
1. To supervise the church and preschool financial accounts including payment of bills, collection and deposit of receipts, restricted donations & gifts, tax preparation, and to oversee the preparation of the church and preschool (Learning Center) budgets with input from others. 

MINIMUM QUALIFICATIONS:  
	1.  Three years of financial experience, non-profit background preferred.
	2.  Three years working with a full set of accounting records.
	3.  Ability to record receipt of funds, the disbursement of funds, prepare 
	     complete financial statements prepare required governmental reports
	     (i.e. IRS, County Tax Dept., State Regulations).
	4.  Computer literacy.  Familiarity with QuickBooks and/or other accounting systems.
	5.  Savvy with internet and online banking systems
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HOURS:
	1.  Twenty-five hours per week. Typically, 9:30 – 2:30, Mon – Fri, with flexibility.
COMPENSATION AND BENEFITS:
1.  As specified in the Forest Hills Presbyterian Church Personnel Policies and Procedures Manual.

ACCOUNTABILITY AND WORKING RELATIONSHIPS:
	
	1.  Supervision:
                   a.  The immediate supervisor is the pastor of the church, who is the head of staff.
                   b.  The Financial Secretary also works closely with the Treasure and Finance Committee 
church as well as the Learning Center Director and Treasurer.
	      c.  As a member of the staff, the Financial Secretary works under the direction of the
	           Personnel Committee, and always has access to the Session through the Personnel
                        Committee for discussion of concerns and questions.



	
2.  Job Performance Evaluation and Review
	     a.  The pastor and representatives from the Personnel Committee will hold an annual
	           review and evaluation with the Financial Secretary with input from the Finance 
Committee and the Learning Center Board.
	     b.  Criteria for the review are performance appraisal forms and a personal interview.
	     c.   The purpose of the review is to assess job performance and provide support for a
                         continued good working relationship with the church.

DUTIES AND RESPONSIBILITIES:
	1.  Financial accounting
	     a.  Properly handle all accounts receivable to determine that the product or service has
                       been received and is satisfactory to the committees or area of the church involved.
	     b.  Prepare checks for payment of invoices – checks are signed by the treasurer of the
                        church or other authorized member of the church.
	     c.  Prepare payroll checks for church and Learning Center staff.
	     d.  Report any changes in employed personnel, full-time or part-time, to Workmen’s
	           Compensation insurance carrier for the church or Learning Center.
	     e.  Prepare monthly and year-to-date financial statements for Finance Committee,
and Learning Center.
   	     f.  Prepare and distribute monthly financial activity report to Session.
                  g.  Prepare financial information as requested by various Session committees and / or
                       Learning Center Treasurer.
                  h.  Prepare church annual financial report for Tampa Bay Presbytery.
                   i.  Make payments of mission and per capital assessment to Presbytery on a monthly
                       basis.
                   j.  Maintain the numerous separate bank accounts and investment accounts for the 
                       purposes intended, both church and Learning Center.
                  k.   Reconcile all bank accounts monthly.
                  l.    Attend Finance Committee meetings on a monthly basis.

	2.  Other
	     a.  Control access to and authorized use of Tax ID# for both entities.
                  b.  Cooperate with Session committees or members on any appropriate requests 
                       that regards church related financial information.
     c.  Perform other appropriate duties as requested by the Finance Committee, 
Learning Center Director or Pastoral staff.  
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