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	St. Luke Cedar Hill

Anglican Church of Canada
3821 Cedar Hill Cross Road

Victoria, BC  V8P 2M6




Ministry Position Title:
Counters
Term of Office:
Ongoing
Supervision & Support:
Reports to: 
Treasurer

Staff Liaison: 
Parish Adminstrator
Committee Responsible for this Ministry:  Parish Council
Population(s) served:
St. Luke’s parishioners.

Purpose: 

· To count the offerings each week, record offerings for each envelope subscriber, and deposit the offerings.

· To count the proceeds from special fundraising events such as the Spring Fair and Christmas Bazaar.
Duties & Responsibilities:


· Counts open cash from each service and records it.

· Records weekly envelope offerings from each Sunday service.

· Prepares and deposits the weekly offering.
Skills/Knowledge Required:


· Good organizational and math skills.

· Accuracy in counting money.

Qualifications Required:


· Dependable and trustworthy.

· Discrete.

· Ability to work in close coordination with another counter and the Treasurer.

· Be known in the Parish and a regular member for at least 12 months, or have a good reference from another Parish before assignment to this ministry.
Limits of the position:


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

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

· Always work with another counter.

Terms of work/service:
Able to commit to being a counter once a month.
Training Provided:

“On the job” training from the Treasurer and other counters.
Position Risk Assessment: 
High – Financial Management/Confidentiality of Information
Benefits & Opportunities:
Performs an important financial role in support of the Treasurer, Wardens and Incumbent.
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