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	St. Luke Cedar Hill

Anglican Church of Canada
3821 Cedar Hill Cross Road

Victoria, BC  V8P 2M6




Ministry Position Title:
Treasurer

Term of Office:
Until a successor is appointed.
Supervision & Support:
Reports to:  Wardens

Staff Liaison:  Parish Administrator

Committee Responsible for this Ministry:  Parish Council
Population(s) served:
St. Luke’s Parishioners

Purpose:  
To plan and administer all financial matters for St. Luke’s Church.
Duties & Responsibilities:


From Diocesan Canon 6:10 Parish Finances - Regulation 6.10.03: Parish Treasurer:

· Ensures all monies received by the Parish are accounted for, recorded and deposited into a recognized financial institution in a safe and timely manner.

· Ensures all parish financial obligations (clergy stipend and housing, staff salaries, benefits, bills, taxes, insurance, assessment, etc) are paid in a timely manner.

· Controls and maintains the accounting records of the financial activities of the Parish.

· Ensures the Incumbent, Wardens and Parish Council are kept aware of the Parish’s financial condition and presents accurate, comparative financial statements to them monthly.

· Assists in the development of an annual budget for the Parish.

· Attends all Executive, Parish Council, regional and other meetings as required.

· Ensures that all of the Parish financial information is available for audit, review or examination, and be prepared to answer any questions relating to it.

· Passes all records to a successor in a neat and tidy condition, and in a timely manner.

Parish Specific:

· Provides a monthly Financial Statement for the Parish Council meeting.
· Ensures the envelopes are stored for seven years and subsequently shredded.
· Analyzes costs and makes recommendations to Parish Council.

· Completes and submits forms for the HST rebate.

· Ensures all leases (e.g., photocopier) are active and in good standing.

· As a member of the Finance/Budget Committee, reviews the Parish investments and prepares the budget to be presented at the Annual Vestry meeting.
Skills/Knowledge Required:


· Bookkeeping and accounting skills.

· Computer skills.

· Excellent Interpersonal and communication skills.

· Excellent knowledge of the Diocesan Canons, particularly as they relate to financial management of a Parish.

· Working knowledge of the Parish and its expectations.
Qualifications Required:


· Known in the Parish and a regular member for at least 12 months.

Limits of the Position:

· Comply with the Diocesan Privacy and St. Luke’s Confidentiality policies.  

· Comply with the Sexual Misconduct Policy of the Diocese of British Columbia and sign an acknowledgement form.

· Ensure that a completed Screening in Faith Checklist is on file. 

· Attend a Safe Church training session at the beginning of the ministry and every three years thereafter.

· Undergo a Criminal Record Check prior to commencing the ministry and every three years thereafter.  

· Other limits as set out in the Diocesan Canons regarding the Treasurer’s position and management of the Parish’s finances.

Terms of Work/Service:
· A large time commitment is needed to administer and maintain the Parish’s finances.

Training Provided:

· “On the job” training by the previous treasurer and Incumbent, as required.

· Safe Church training sessions.
Position Risk Assessment: 
High - Financial Management
Benefits & Opportunities:
Opportunity to contribute to the overall financial well-being of the Parish.
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