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Finance Secretary Job Duties – as of August 2019 

Weekly 

 Assist money counter in counting, verifying Sundays offering. 
 Log in check numbers, verify deposit slip with counter. 
 Keep church financial records up to date. 
 Work with Finance Chair and Church Treasurer. 
 Reconcile online checking with QuickBooks. 

Monthly 

 Maintain bank statements and file promptly. 

Quarterly 

 Create spreadsheet of income and expenses quarterly for Finance 
Committee. 

 Create checks and mail out monthly for bills after Finance Chairperson  
signs and verifies. 

The Financial Secretary 

The position of Financial Secretary is one of the most important and 
sensitive offices in the Church.  The information you compile about 
contributions to the Church is important to both donors and to the Church.  
Donors rely on you for accurate data to include on their tax returns.  The 
Church, and particularly the Treasurer, depends on you to report correctly 
both the amount and the purposes for which each gift was given so that the 
donor’s intent can be honored. 

The Discipline charges you with broad responsibility for the following three 
general areas: 

 Supervising the offering count 



2 
 

 Promptly verifies through QuickBooks the amount counted and 
deposited by 2nd party at the bank.  Deposit slips to be verified by 
Finance Secretary and counter. 

 All money handling procedures established by the Committee on 
finance will be followed. 

Keeping records of all contributions. 

Work with the Chairperson of the Committee on finance.  Any questions 
about policies or procedures in handling contributions should be cleared 
with the Chairperson. 

Work with the congregation by providing them with accurate data about 
their giving.  This normally takes the form of quarterly and annual giving 
statements. 

Work with your Pastor, who is responsible for all phases of the work with 
the local church.  As Financial Secretary, you cannot also serve as the 
Treasurer or be closely related to the Treasurer. 

 

WHAT’S NOT YOUR JOB? 

It is also important to be aware of what is not included in your role as 
financial secretary.  As financial secretary, here are some key tasks that you 
are not to do: 

 Sign checks 
 Approve expenditures for payment - Go through Finance 

Chairperson 
 Be involved in the annual audit 
 Serve as the Treasurer of the church 
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Job Description Receipt Form 

I have received a copy of my Trinity United Methodist Church job description 
for the job of: ___________________________. 

I understand I am expected to follow the job as outlined, and if I have 
questions or concerns about the expectations of the job, or what is expected 
of me, I will speak with the Chairperson of SPRC and my SPRC 
Representative(s). 

My SPRC Representative is: ____________________________. 

My SPRC Representative is: ____________________________. 

I understand I will be evaluated at least annually by the SPRC on the 
established evaluation form and may be evaluated/counseled at other times 
throughout the year. 

I understand continued employment depends on successful evaluation. 

I understand that there are no benefits included with this job currently. 

Time off without pay must be negotiated with SPRC and Pastor. 

 

Date:__________  Employee signature _________________________ 

 

 

Date:__________  SPRC Chairperson _________________________ 

 

Date:__________  Pastor _________________________ 

 


