
ffiffiffiArings, run various lisrings,reports, and annual statements.
"'Accountins skills. are necessary to analyze overall job and ensure methodsused are approved by auditors. 
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".People skils are necessary when resorving questions regarding predges andcontributions' Timely answers to concerns are required.
"' other desired traits : trultworthp conscientious, dependabre, andconfidentialiry of personar financiai information.

ff_::HffirJ:ffiH:the church, elecrion is made annualty by rhe
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HOI]RS OF EMPLOYI}IENT:
Flexible hours needed to comprete job responsib,ities.

COMPENSATION:
Stipend fixed by congregation on an annual basis.

RESPONSIBILITIES:
1. Receive and record alr income [rentars, designated gifts, sunday andVacation Bible School, etc.l

Prepare weekly financial statementand post those receipts to permanentrecord. [lnclude church attendance]

Proper$ deposit aII monies in bank accounts.

Prepare and distribute statements for a, church members as directed bythe Congregational Council tto U" done at teast annuatyl.

Arrqnge for envelope distribution to all members.

order enveropes, financial staternents, and other various financialmaterials-

Perform statistical analysis for finance and stewardship purposes.

submit weekly income statistics to Treastuer for incrusion in monttrlyreports to congregationar council and yearly,"p"rt, L congregation.

serve on the Finance and Executive comrnittees as voting member andas a support person to the Stewardship Corrunittee.

ACCOUIIITAEITITY;

To the congregational councix through the Finance comrnittee chairperson.
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- JOB E}ESCRTPTTON

6E' D U T T E S 6".
WEESLY:

SUNDAY:
...Collect all offerings following the worship seruice and Sunday school.
...Count money received and record on weekly fi,nancial statement noting

arnounts for early and late services.
...Count and record all money received dwing coffee hour, gym rental, soda

machine money, etc.
...Check boxes iocated in back of chr.rch after each seruice for envelopes that

have been deposited.
...Check boxes for publications rnoney.
...Arrange all regular offering envelopes in numerical order by htmdreds to

facilitate efficient use of time wiren money is counted on following day.

...Post attendance for church services and Sunday school to weekly statement
for record keeping.

...Anange all special offering envelopes in categories and list rnanually on
weekly staternent.

...With assistance of several voh.rnteers, all monies are counted and tied into
weekly statistical statement.

...Monies are properly packaged and deposit slip is prepared.

...Money is then delivered immediately to Bank Night Deposit.

...Special envelopes are interfiled with regular weekly envelopes for posting to
member's staternent. When payment is made, it is so noted on
statement.

MONTHLY AF{D QUARTERLY:
...Weekly envelopes are interfiled on a monthly basis for convenience when

verification of figures is regr.rired by a member after statements are
maileC.

.,.All narne and address changes are made to file. Transfer of mernbers, new
neembers, deaths, etc" are all brought up to date before mailings of
statements.

...At the end of each quarter, statements are totaled and balance due noted.
Major distribution is by maii with statements being sorted by families
and singte status. Individuai distribution is done for staff, Congregational
Coalncil and Sunday school personnel.

...New members are assigned envelope nurnbers and receive envelopes on day
they ioin St. Feter's.

...Update St. Peter's rnembership file and envelope cornpany's mernbership
file when rnernbers are added or deleted and also process change of
address notices whera received.
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YEABLY:
...order church envelopes, financial statements, and mailing ernrelopes, at

Proper times of the Yeal'

"..Prepare Statements for new year by using computer. Carry forward any

balance due amounts from previous year's statements. Post new year's

pteaje [Estimate of Givingl and note if individual is in single or multi-

rarniiy category for mailing purposes. This is done to save postage by

grouping the statements from one family and mailing in one envelope'

Signiture of financial secretary is also required on all statements.

...Pledges lEstimate of GMngsl are iiven to Financial secretary after which

they are filed in t.r*"ti. envelope number. They are then posted to

spread sheet showing weekly, monthly, oryearly pledge lEstimate of

Givingl. Yearly totqt is then computed for each member and then

extended to show number of people who pledge, no pledge, or no

response and yearly combined total is calculated and reported to pastors

and Finan"* 
"hui.p"rson. 

This report is updated as needed until all

pledges [Estimates of Givingl are received'

...Special Reports are requested at various times of the year by pastors,

Evangelism Committee and Stewardship Committee for Synod statistics,

Evanletsm follow-up of active/inactive members and Stewardship

"u*fuigl 
results. This report shows various forms of contribution.

...Retention of Records should be in accordance with the latest version of
rrAdvice on Retention of Active Records in Congregation" [by the

the office of the secretary of the E.L.C.A.] [see copy attached]'


