



Beth El Board – Officer Job Descriptions                             Financial Secretary


BOARD OF TRUSTEES POSITION DESCRIPTION

POSITION: Financial Secretary
Duties and responsibilities:

The Financial Secretary’s responsibilities are defined in Beth El’s Constitution, Article VI, Section F as follows:
“The Financial Secretary shall assist the Treasurer by maintaining the records of dues and assessments payable by the membership; receive all monies which shall be payable to the Congregation, giving a receipt when requested, and cause the same to be deposited in the Congregation's name, and any other financial functions jointly agreed upon with the Treasurer.  The Financial Secretary shall periodically issue statements of accounts to all members and shall notify the Board of Trustees of those members whose obligations are in arrears.”
The Financial Secretary’s monthly reports shall be submitted electronically to the Recording Secretary, no less than one-week before each month’s Board meeting, so that they are available for review at the monthly Executive Committee meeting.  The Treasurer’s monthly reports will include:
· Dues, fees and donations received as of the last day of the previous calendar month

· Number  effective family units (EFU)

· Summary of membership numbers by category:

· Family

· Single 

· Senior couple

· Senior single

· Young couple

· Young single

· Life couple/single

· Transitional

· Special Rabbinic

· Summary of financial assistance:

· Number of members on financial assistance

· Financial assistance net impact on dues and fees income forecast 

· Summary of delinquencies
· List of members in arrears from previous fiscal year – name and amount past-due. 
· Summary total of current year dues more than 90-days past due

· List of members who are more than 90 days in arrears and who have children scheduled for B’nai Mitzvah within the next six months – name and amount past-due

· Impact of delinquent payments on cash-flow (year to date actual versus budgeted receipts)

The Financial Secretary is responsible for providing the Treasurer with cash receipt information within five days after the end of each calendar month.  This critical input enables the Treasurer to present a timely and accurate Statement of Cash Flow to the Board each month.
The Financial Secretary is responsible for:

· Knowing the Beth El budget lines for which they are responsible

· Understanding how to use Quick Books Online to review cash flow within the budget lines for which they are responsible

· Understanding how to forecast projected income and expenses against budget
· Confirming that all nominees to the Beth El Board of Trustees are members in good standing Beth El Constitution Article VII Section E:


“Additional nominations of members in good standing may be made at the general membership meeting at which the slate is presented.  These nominees must agree to be nominated, either in writing to the nominating committee, or by being present to give consent at said general membership meeting.  Affirmation of such nominations by a majority of the members present will place these names on the ballot, providing the nominees are found to be in good standing by the Financial Secretary as well as meeting the criteria of ARTICLE VII Section C.”
The Financial Secretary shall attend Beth El’s monthly Executive Committee and Board of Trustees meetings. Normally the Executive Committee meets at Beth El, at 0930 on the Sunday preceding the Board meeting.  Normally the Board meets on the second Wednesday of each month.  Deviations from this schedule are made to accommodate Jewish holidays, the needs of the majority of the members of the Board, and other considerations as may best serve the needs of the Beth El community.

The Financial Secretary may have to attend other meetings in order to maintain the level of communications needed to fulfill the responsibilities of the office.

The Financial Secretary is elected to a two-year term of office.  In accordance with Article V, Section J of the Beth El Constitution:

Section J.
The election of the Officers and Trustees of the Board shall be as follows, pursuant to ARTICLE VII:  




1. 
The election of the Vice Presidents of Fundraising, Programming and      Ritual/Education, Recording Secretary, Financial Secretary and two (2) Trustees shall be in even years beginning with the election to take place in 1998.
Per Article V, Section K:

1. 
Each elected Officer of the Executive Committee (with the exception of President), shall be elected for a maximum of two consecutive two-year terms to the same position.  At the end of the second consecutive term the officer shall be eligible for election to any other position on the Board.  After a hiatus of two or more years, an individual may be elected to a previously held Executive position.

Committees & working groups:
The Financial Secretary will serve as a member of Beth El’s Financial Arrangements Committee.  This committee is Chaired by the Vice President of Administration. In accordance with Beth El’s Constitution, Article VIII, Section C:

“12. 
Financial Arrangements Committee:  This Committee shall meet in confidence with any members unable to meet their financial obligations to the Congregation.  This Committee may make alternative arrangements, considering each case on its individual merit.  The Committee shall consist of the Vice President of Administration as Chairperson, the Vice President of Membership and the Financial Secretary.  All deliberations and decisions of this Committee concerning members shall be confidential.”

Liaisons:

The Financial Secretary shall liaise with the President, Executive Vice President and Vice President of Membership to promote timely payment of dues, fees and donation pledges.  
The Financial Secretary shall also liaise with the Vice President of Fundraising and any other Beth El lay leaders who are leading efforts that generate cash receipts to the operating budget.  The Financial Secretary shall provide these lay leaders with guidance on how to:

· Document pledges/payment commitments (reservations, etc.)
· Document receipts

· Provide payees with payment confirmation receipts

· Transfer receipts and documentation to the Financial Secretary

Examples of events requiring this type of liaison include, but are not limited to:

· Class or community dinners

· Fundraising events

· Adult education courses
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