	Banner Cross Methodist Church - Job Description

	Post
	Accountant
	Approved
	

	Post Holder
	Andrew Watchorn
	Date Appointed
	

	Deputy
	
	Date Appointed
	

	CRB Check
	
	Renewal Date
	

	Aims
	To maintain the accounting records for Banner Cross Methodist Church and produce the annual accounts and budget. To prepare monitoring reports for church council.

	Job Description
	1. Maintain the cashbook.

2. Prepare cheques for payment.

3. Ensure that money is transferred between the various accounts as necessary.

4. Complete a bank reconciliation at least once a quarter.

5. Complete the annual accounts.

6. Prepare working papers to support the figures in the annual accounts.

7. Arrange for the audit of the annual accounts by the due date.

8. Ensure that the annual accounts are registered with the Charity Commission by the due date.

9. Prepare the budget and ensure that the budget is approved by the church council prior to the start of the new financial year.

10. Prepare the reserves policy and ensure that the policy is approved by the church council prior to the start of the new financial year.

11. Prepare a monitoring statement for the church council and any other reports as necessary.

12. Assist the Treasurer in maintaining the Risk Register relating to all aspects of finance.

13. Deputise for the church treasurer.

	Other
	Member of Finance Committee. Member of Church Council. Cheque signatory.


