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Job Descriptions for 
church Secretary 

& Treasurer
Their Importance

These are the two people, in particular, who, because of their office, have considerable influence on the members and life of the church.  There may be others in the church that have stronger personalities, greater gifts, and more Christian devotion, but these two are in greater position of power and, therefore, the progress of the church can be greatly affected by these important people.

Corporate Leadership

With these two especially, the pastor needs to create a team, treating them as colleagues on whom the pastor will heavily depend and with whom they should closely cooperate.

If this is to work successfully, the following is the ideal to aim for:

· Regular consultation and prayer together.

· Frankness: being able to speak of each other’s shortcomings and not being afraid to disagree.

· A sharing of problems, and joys.

· Keeping each other well informed of happenings and not taking decisions unilaterally, except for good reason.

· Agreeing upon the boundaries of operation so that there is no overlapping or gaps and consequent inefficiency and friction.

· Agreeing, so far as possible, upon policy – but not going to the deacons with everything cut and dried.

· Ensuring that none of the three is overburdened, but that tasks that are not essential to their office are delegated wherever possible on to other suitable church members.

Secretary’s and Treasurer’s Gifts

It is quite obvious from the foregoing that they need special gifts and skills.  But they also need moral and spiritual qualities.  They need to be of good reputation, honest and dependable, with spiritual maturity, dedication to Christ, a love for their fellows, and a genuine desire to serve both.

But the perfect secretary and treasurer have not yet been discovered – any more than has the perfect pastor!  Some are, in fact, far from ideal and often they would be the first to admit it, and that goes for the pastor too!

But GOD comes into this equation and makes the results very different from what otherwise would be the case.  Therefore, the pastor should accept the secretary and treasurer, befriend, encourage, support and equip them, and believe that GOD can and will use them.

The Church Secretary
It is important for the Secretary, the pastor, and others that there be a description of what their jobs involve.

Secretarial

The role of a Church Secretary or Church Administrator can be quite diverse, and it will be different from church to church also.  It is not just office administration but it could include that!  It’s not just running meetings, but it could include that too!  Therefore they have to be proficient and organised enough to conduct correspondence, having a good filing system, keep records, maintain lists of members and others, and make out agendas and rosters.  They may also need good verbal communication and people skills. There will be much of this sort of thing in their work, and they cannot delegate it all.

Organizing
They need to be an organiser; we would also use the term administrator, even manager.

They will have to:

· Operate, perhaps help to create, the machinery whereby proper decisions can be made through the various business meetings of the church. The special responsibility will be towards deacons’ and Church Meetings.

· Put into effect decisions taken.

· From time to time make decisions themselves, though they should be careful not to do so more than is avoidable, and certainly not on important matters.

· Be involved in organizing various church events, and have special care for the arrangements for Sunday Services.

· Oversee the use and care of church premises together with the property manager.

· Take initiative in arranging for the appointment of deacons and other church leaders.

· Be involved in coordinating the work of the organisations.

· Relate to and have responsibility for other key people.

· Communicate with outside organisations
Consultant

They need to be a source of information.  Many will turn to the Secretary with questions about their church work, the church, its people, its organisations, the denomination, and local churches.

Publicity
While much of this should be delegated they will see that what is happening, or about to happen, is fully known by the people who need to know.  (This means, of course, that they themselves should be kept informed by pastor and people of what they should know).

People within the church must know what events have been planned, the needs to be met, and action required.  This could involve overseeing the printing of the notices for Sunday, keeping notice boards up to date, overseeing emails that are being sent to the members, announcing upcoming meetings, ensuring papers or other relevant information has been distributed prior to meetings and so on.
People outside the church need informing too.  They must, therefore, have a concern for publicity on the signboard outside, what is on the church website, what is said to the any local media etc.  They should also ensure that their church notices are included in the Baptist Witness. 
Delegating

If the whole church is to be the body of Christ, and all members to be utilised in its ministry, the secretary, from their position and with their knowledge, has a strategic part to play.  The temptation of some secretaries is too take on too much.  Consequently they suffer burnout and become inefficient. This affects not only the secretary, but also their family and the church as a whole.
In all these areas mentioned above, therefore, even though the secretary holds the reins, there is much delegating they should do.  This will benefit them and those at home, the church, and those church members to whom work is delegated by enabling them to feel of service to Christ.

Pastoral Caring

The secretary’s duties are not limited to paperwork and standing up the front with a microphone!  They have an open door by which to show a concern for people and to give help.  This need not conflict with the pastor’s role, though the secretary must watch that a balance is maintained, and there will be occasions when they should refer people to the pastor.  But they should never be so taken up with administration so as to not be available to people.  On Sundays for instance, with eyes and ears open the Secretary can be a medium for pastoral help.

But, perhaps, their pastoral gifts are most needed for the pastor and his family.  They do need it!  The pastor has a special relationship with the secretary and can naturally turn to them for moral and spiritual support, counsel and advice.  This is an important responsibility for the secretary.  And the pastor should take advantage of his help.

Many church secretaries will have to face a time when the church is without a pastor.  The outgoing pastor should help prepare him for this.  The secretary should consult early on with the BUV Director of Ministries.

Sample Position Description

Position:

Church Secretary/Administrator

Answers to:
Church Members/Church Leadership Team

Summary

The Church Secretary/Administrator is responsible for the smooth running of the church, its meetings, committees and governance.  S/he is often the contact point for external organisations to contact the church.  

Essential Duties and Responsibilities

· Provide agendas and minutes for leadership/deacons meetings.

· Provide agendas and minutes for church members’ meetings.

· Provide general leadership to church members’ meetings.

· Co-ordinate church activities in absence of other organizers.

· Co-ordinate publishing of the Church Annual Report including writing the Secretaries report.

· Act as an advisor, sounding board and listening ear for the pastor.

· Provide annual statistical information to the Baptist Union of Victoria.

· Receive, and respond to where appropriate, all correspondence directed to the church.

· Correspond with members in time of bereavement or significance.

· Numerous duties on Sundays, being aware of things undone that need doing.

· Liaise with the Baptist Union of Victoria.

· In the event of the Church being pastorless;

· Co-ordinate preachers for worship services

· Liaise with the Baptist Union for Victoria Advisory Board and with other members of the Pastoral Search Committee

· Work Closely with the church appointed moderator

The Treasurer

What is their job?

The Treasures main role is the receiving and expending money on behalf of the church.
They need to be trustworthy and efficient.  Simple lack of care in handling money has probably been a greater cause of scandal in the church than downright dishonesty.  This means that there must be some accepted procedure for checking.  For instance, by having more than the person counting the offerings received, two signatories for cheques, and, of course, competent and independent auditing.

It should also be made plain that the treasurer does not take action in regard to withdrawing money or paying bills without deaconate approval except for small amounts, or regular commitments that need not be questioned.  Such arrangements are wise for the sake of the treasurer and his/her reputation, as well as for the church.

Keeping church accounts

They need to be accurate, or serious blunders can be made by the church, for example in agreeing to spend money it hasn’t got!  And the treasurer needs to present the accounts in writing and verbally, clearly and concisely to deacons’ and Church Meetings.

Financial stewardship

The treasurer, as does the secretary, needs to be more than his/her name suggests.  To them the church should be able to turn for guidance in regard to the potential income within the membership, and the cost of desirable projects.  But, more than this, they need to view money through spiritual eyes, from the point of view of Christian stewardship, and see how it can be transformed into lives won for Christ’s Kingdom and the church.

This will mean that the treasurer will not think of the role as that of simply guarding the church’s purse to stop people spending – though they will guard against incautious and unwise expenditure – but rather of being used to facilitate Christ’s work.

They will therefore:

· Present to the members the case for responsible Christian giving.

· Know where best to invest money, and make it earn as much as possible.

· Advise the church on financial pros & cons of any projects which is before them.

Paying the Pastor

Neither the pastor nor the treasurer will want this to be a source of any embarrassment.  Therefore, both should see that the other is aware of what the BUV minimum stipend is each year so that there is no default in keeping the pastor’s stipend in step.  They should come to agreement soon after settlement on the regular amounts and method of payment, and in what way the pastor presents the note of their expenses, and when.  Both will also need to be satisfied that the right amounts are being deducted for insurance, Income Tax and Superannuation, and that Long Service Leave is paid.

Sample Position Description
Position:

Church Treasurer/Finance Manager

Answers to:
Church Members/Church Leadership Team

Summary

The Church Treasurer/Finance Manager is responsible for the financial management and reporting of the church.  S/he often has a $ limit within which they work without reference to others.  

Essential Duties and Responsibilities

· Arrange for the banking of church weekly offerings, property receipts and other donations.

· Pay all approved church bills.

· Pay Pastoral stipends and related expenses; PAYG Tax, Superannuation, WorkCover.

· Ensure compliance with legislative requirements: PAYG Tax, BAS, GST, Single Touch Payroll, Superannuation, WorkCover. Keep good records. For tax purposes records should be kept for seven years. For legal reasons it is good practice to keep employment files forever
· Prepare, usually in conjunction with the Finance Committee, the Annual Church Budget.

· Keep good financial records. Systematically record information and retain source documents that is readily available for seven year

· Report regularly to the leadership and members the income, expenses and balances of the church.

· Provide an audited statement of financial performance and statement of financial position to the church annually.

· Provide other financial advice to the Church, particularly regarding the use of Church Finances, in relation to current and future projects and activities.

· Ensure the church is financially solvent and able to meets its obligations.

· Mentor others in church finance matters. This is both helpful for succession planning and sharing the load
