Position Description

Regional Synod of Albany

Reformed Church in America

Position:

Finance Manager

Incumbent:

Sandra Narusky




Accountable to:
Synod Administrator

Date:


September 1, 2012

Compensation is based on an hourly basis according to the policies of the Synod Employee Handbook

I. Summary of Position

The Albany Synod Finance Manager is responsible for recording receipts and disbursements, maintenance of bank and investment accounts, deposits, bookkeeping, account reconciliations, reporting (including some tax information returns), preparation of information needed by auditors, maintenance of adequate and accessible files, and working with various related groups.

II. General Responsibilities
a. Receiving and disbursing Synod funds in accordance with established routines and maintaining related records for bank accounts, brokerage statements, payroll transactions, and tax purposes.


b. Synod bookkeeping, including preparation of journal entries and posting all transactions.

c. Aiding the Synod Administrator, the Finance Committee, and others in preparing budgets and reporting actual and budget figures.

d. Insuring that required reports to outside groups, including those for employee benefits, tax purposes, compliance with RCA rules, and the Albany Synod Committee on Accounts are completed accurately, helpfully, and in a timely manner.

e. Providing information needed by inside or outside auditors and acting as a liaison with the auditors, as appropriate.

f. Providing needed financial information to others for purposes such as acknowledging contributions, evaluating performance of other employees, preparing advertising or capital campaign materials, ensuring compliance with provisions of gifts, etc.

g. Advising the Synod Administrator on ways in which the financial work of the Synod might be improved.

h. Completing finance-related special projects requested by the Synod Administrator.

III. Evaluation:

The Synod Finance Manager’s performance shall be evaluated at least annually under the direction of the Personnel Committee on the basis of objectives developed to implement the job description.
