
Elizabeth Presbyterian Church 
Job Description (revised 08/2017) 

 
Assistant to the Treasurer 

 
Nature of Work 
 
This position is responsible to process and report the financial transactions of the church.  Work involves general 
accounting and payroll activities.  Work includes directing and receiving monies, maintaining accounts, budget controls, 
and preparation of financial statements and reports. 
 
Essential Duties 

Plan and organize general ledger and budget accounts 
for the church. 

Maintain financial accounts for all money given or paid 
to the church and all expenditures by the church. 

Process accounts payable well before due dates. 

Maintain timeliness on accounts payable and report any 
penalties to the treasurer. 

Notify department heads when accounts payable 
appear not to be cost efficient. 

Communicate difficulties with accounts to the 
department head as soon as possible. 

Administer payroll directly and on time. 

Complete bank reconciliations. 

Make offering deposits the same week as the offerings 
were given and keep copies of checks for 7 years. 

Send contribution statements to givers every 4 months 
and notify the treasurer if there are noticeable changes 
in giving patterns.  

Create and send Account Balance and P&L vs. Budget 
Statements to Session members several days before 
each Stated Session meeting. 

 

Meet with the pastor and treasurer each month several 
days before the Stated Session meeting and provide the 
above statements a day in advance of said meeting. 

Send monthly transaction detail reports to each 
department head and cc: the pastor and the treasurer. 

Prepare quarterly financial reports for the treasurer to 
publicize to the congregation. 

Prepare Financial Section of Annual Report to the 
Congregation. 

Work with pastor and the treasurer to develop a 
balanced budget each year. 

Notify the treasurer and stated clerk of any required 
governmental filings and reportings. 

Acknowledge receiving voicemail and email inquiries 
within 24 hours and provide a response within 3-4 days. 

Work with the pastor and the treasurer to bring all 
church accounts under the name of current church 
personnel when there is turnover in elder leadership. 

Complete related work as required.

Required Knowledge, Skills, and Abilities 

Thorough knowledge of general accounting principles, procedures, and processes governing the receipt and expenditure 
of the moneys of our church and the ability to make accurate accounting entries 

Thorough knowledge of modern office practices, procedures, and equipment and standard techniques as applied to the 
maintenance of accounting systems 

Understanding of government tax rules as they apply to the church 

Ability to analyze and solve a wide variety of accounting and fiscal problems 

Ability to effectively communicate verbally and in writing 

Thorough skills in managing electronic spreadsheets as well as creating new ones 

Proficiency with Excel, Word, QuickBooks, voicemail and email 

Maintain confidentiality of all Session communication and business as well as and giving records. 

Materials and Equipment Directly Used 

Operates general office equipment including telephone, calculator, computer terminals, copy machine, printer, fax, 
financial computer software, cell phone, payroll software. 

Please send your resume to elizpresby@gmail.com attn:  Carrie Ruddock by September 5, 2017 

mailto:elizpresby@gmail.com

