JOB DESCRIPTION LODI UMC
Church Treasurer
2022

General Responsibilities
The Treasurer provides accurate and timely accounting of church finances in cooperation with
the Committee on Finance of the church. The Treasurer demonstrates good stewardship of the
resources the people have entrusted to the church in their response to God’s gifts to further the
mission and ministry purposes of Lodi United Methodist Church.

Supervisor: Pastor
Lay Support: Chairperson of the Committee on Finance

General Duties and Responsibilities
1. As needed

a. Using the Church’s accounting software (Quickbooks), keep track of all disbursements,
deposits, transfers, invoicing, and liabilities associated with the Chart of Accounts.

b. Prepare and cut checks for signature to pay the authorized bills of the church including
payroll.

c. Process and track special or designated donations/memorials in Quickbooks tracking
their implementation as the gifts are disbursed for their intended use by donors.

d. Obtain information on the Dolly’s Fund account and report it to the Wills and
Memorials Committee with the approval of the Church Council and Pastor.

Exhibit strong integrity in the need for confidentiality regarding contributions
Perform additional duties as assigned

g. Maintain and renew the subscriptions associated with the email account:
treasurer@lodiumc.org as the representative of the church.

2. Bi-Weekly
a. Do payroll and tax deposits
3. Monthly

a. Update Quickbooks with electronic giving records deposited in Church asset accounts
for proper donor/giving documentation.

Reconcile and file bank statements, including the staff credit card statements.

Prepare and present a monthly Treasurer report to the members of the Committee on
Finance with details of transactions, income & expense, cash flow projection, and
balance sheet.

d. Remit to Wisconsin Annual Conference Treasurer the church’s apportionment and
other designated conference/denomination benevolence funds.

4. Quarterly

a. Participate meetings of the Finance Committee and the Church Council as a non-voting
member

b. Prepare and file Employer Tax forms for federal and state agencies.
5. Yearly

a. Compile the budget requests from the committees and cooperate with the Finance
Committee to present the annual budget to the Church Council.

b. Prepare and mail tax and employee statements as required by law.
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c. the church insurance policies and keep the Trustees informed of the filing.

d. Collaborate with Office Administrator and Pastor for annual reports to the Charge
Conference and to the denomination (EZRA).

e. Coordinate the provision of information to the auditor of the church.

Skills and Qualifications

1. College degree or professional experiences in accounting or financial management expected
2. Good organization and time management skills,

3. Thorough knowledge of budgeting, accounting and financial management,

4. Ability to work with computers, financial software, and office equipment (QuickBooks,
Windows Excel, One Drive, Google Sheet),

Ability to work with various personalities,

Ability to work with and maintain confidential information accurately and reliably,

7. Must pass criminal background checks.

o o

Job Type / Rate of Pay
Part Time, Non-Exempt Employee / $20 per hour

The actual numbers of hours required during any given week are those needed to fulfill the
responsibilities. It is recognized that the schedule may vary at different times of the year.



