Channahon United Methodist Church
24751 West Eames Street
Channahon, IL 60410
815-467-5275
Contact: Amanda Francisco: aschuler30@yahoo.com or 309-360-2893

Position: Treasurer 

Salary: $15.00/hour, Increase to $16.00/hour pending 6 month review

Hours: 5-6 hours/week

Direct Supervisor: Pastor

Secondary Supervisors: Finance Committee and Staff/Parish, yearly evaluation 

In Coordination with: Church Office Administrator, Pastor, Finance Chair, Financial Secretary, Treasurer of the Annual conference

Systems Used: QuickBooks

Purpose: Manage the financial activities of the congregation including income, revenue, expenses, and disbursements, payroll and assets.

Qualifications: Due to the sensitive nature of financial information, candidates must maintain high ethical standards and maintain confidentiality.  May not be related to financial chair or secretary.  Should possess strong, proactive organizational skills with emphasis on timely communication to leadership and congregation.
Must be proficient with QuickBooks. 

Responsibilities and Duties

General:  Oversee and account for assets and liabilities, according to the finance team and congregation in a reasonable, ethical and legal manner.

Weekly/Semi Monthly:
· Timely payments of operating expenditures with proper approvals-either by online banking or processing checks.
· Process payroll according to approved time sheets. 
· Irregular or non-operating expenditures, obtain permission and/or approvals from leadership
· Post transactions to the church ledger.
Monthly:
· Prepare monthly reports for financial team review
· Attend finance team meetings
· Reconcile bank statements to church ledger
· Maintain records of all income, revenue, receipts, expenses, disbursements and payroll
Quarterly:
· Prepare and report in a timely manner all tax information to meet IRS requirements
Annually:
· Process W2’s
· Understand and execute financial reporting of the Pastor in Accordance with Northern Illinois Conference
· Assist the finance team and other committees in preparing the annual budget
· Prepare records for the annual audit
· Update electronic giving as required 
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