
Highpoint Baptist Church, Eight Mile, AL 
 
The Mission of Highpoint Baptist Church is “Reaching Communities to Transform 
Believers for Christ” (St. Matthew 28:19-20); and the Vision is “Growing in Love 
for God, for People and for making Mature Disciples” (St. Matthew 22:37-39).     

 
JOB DESCRIPTION: FINANCIAL SECRETARY 

 
The Financial Secretary assists the Church Treasurer, Trustee Ministry and Finance Team of the 
church.  Responsibilities include receiving, recording and receipt funds from all sources and 
report them to Church Treasurer, Trustee Ministry, and Finance Team of the Church.  Assist the 
Church Treasurer in making deposits, and disbursement of all church funds, maintaining the 
financial books, record keeping, paying bills, writing payroll, preparing and paying federal, state, 
and local business and employee tax and information forms and reports, and communication with 
the staff, the stewardship and finance teams, and lay leaders of the church. The Financial 
Secretary holds an important and vital position within the church ministry and represents the 
church in the community, with banks, and with business vendors.  
 

Responsible to:  
Serving under the guidance of the Highpoint Mission and Vision Statement, the Financial 
Secretary is directly responsible to the Chairperson of Trustees Ministry or his/her designee  and 
works as a Team Member with the Church Treasurer, Senior Pastor, Deacons Ministry, and the 
Finance Team.  
 

Hours and salary:  
This is a salaried position consisting of six (6) to eight (8) hours a week. Generally, it consists of  
daytime or evening work at the church and one to two evening meetings each month with 
Leadership Team at the church. Compensation is reviewed annually through an evaluation and is 
set by the Trustees Ministry.  
 

Duties and responsibilities:  
1. Serve in a staff relationship to the entire church, with special responsibility to the Church 

Leadership Team, the Finance Team, the Trustees Ministry, and the Deacons Ministry.  
2. Assist Church Treasurer in handling bookkeeping, properly balance the church's bank 

accounts and ledgers, receive and disburse church funds-both budget and non-budget.  
3. Along with the Church Treasurer, Trustees and Deacons Ministry, oversee the receipt, 

counting, recording, Safekeeping, and deposit of church income.  
4. The Financial Secretary works according to the guidelines established by the Finance Team 

to receive funds from whatever source (including through the mail and by electronic  
deposit), record them, and report them to the Church Treasurer and to the Finance Team or, 
in some cases, the Trustees.  

5. The Financial Secretary helps in collecting offerings received during worship services and  
other church gatherings at the conclusion of these events, making certain that more than one  
person is involved in collecting and counting the money.  

6. The Financial Secretary collaborates with the Finance Team to establish procedures for 
collecting and recording all money received through the regular offering, through the mail, 
and by electronic deposit. Designated gifts and bequests are managed by the Trustees in 
accordance with The Policies and Procedures.  

7. The Financial Secretary assists Church Treasurer and deposits cash and checks in a bank as 
soon as possible after they are received.  



8. The Financial Secretary keeps records, whenever possible, of how much money is given by 
whom and reports amounts received to the appropriate people.  

9. The Financial Secretary checks the records quarterly against those of the Church Treasurer.  
10. The Financial Secretary helps ensure that the financial records are in good order for an 

annual  
audit. The financial statement is reported regularly to the Finance Team. 

11.  Be Available to attend group meetings or with individuals as needed. 
12.  Maintain confidentiality of all financial information pertaining to receiving, recording and 

depositing of funds. 
13. Perform other duties as required or assigned  

 

Experience and skills required:  

 Knowledge and competence in computer-based bookkeeping, accounting, and reporting  
(i.e., Power Church Plus, Quick Books Pro) for a nonprofit entity. Familiarity with fund 
accounting a plus.  

 Effective computer skills, including word processing and spreadsheets (MS Word and  
Excel), communications, e-mails, and general website navigation skills.  

 Knowledge and competence in federal, state, and local tax and information reporting  
compliance, including payroll taxes, IRS form 1099, and other applicable and tax and  
information reporting. (Note: Tasks are currently outsourced to Wells Fargo Bank.) 

 Experience working with banking institutions on financial matters.  
 Professional and courteous verbal and written communication skills in order to practice  

and foster effective communication within the church organization and its teams.  
 Attention to detail and precision while maintaining a high ethical standard.  
 Timely and consistent attendance and availability for work and meetings.  
 Works well with a Team.  
 

 
Experience and skills desired:  

 Previous church accounting experience.  
 Baccalaureate or higher degree in Accounting or Business; or 
 Any equivalent combination of education, training and experience to indicate the ability 

to do the job.  

Other:  

 Background check is required of all staff. 
 Initially, preference will be given to a committed Christian who is an active member of 

the Church Membership at Highpoint Baptist Church. 


