
Chief Financial Officer/Treasurer 

 
 

OPEN POSITION POSTING 
 

Opening Date:   July 16, 2019   Closing Date:  Until Filled  

 
Position Title:   Chief Financial Officer / Treasurer 

 
Department/Division:  Executive Director/Chief Executive Officer  

 
Job Type:  Regular Full-Time, Exempt  

 
Location:  7557 Rambler Road, Suite 1200, Dallas, TX  75231 

BASIC FUNCTION: The Treasurer will provide quality administrative support and direction for the BGCT 

Executive Board staff operation in the areas of budget, finance, accounting, information systems, building and 

support, convention planning, and related resource support. The Treasurer’s office serves as a resource in 

budgeting, financial decision making, legal facility, committee, and board matters. The Treasurer effectively 

monitors and evaluates the performance of the organization’s income, expenses, and budget to ensure 

accomplishment of goals, objectives, and strategies. 
 

Position description/objective: NOTE: Some descriptions may have more specific duties and/or goals and 

objectives attached to this form. Such attachments normally reflect unique aspects of specific locations, shifts, 

departments, etc. 

 

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES: NOTE:  Some descriptions may have more 

specific duties and/or goals and objectives attached to this form.  Such attachments normally reflect 

unique aspects of specific locations, shifts, departments, etc. 

*1. The Treasurer provides leadership, management, and oversight to include working with the 

Executive Director, leadership team, staff, and the Executive Board in the following areas: 

• Provide evaluation, problem solving, leadership, and encouragement to staff regularly.  

• Provide information on financial resources, offerings, expenditures, and reporting of 

convention assets. 

• Directly supervises six employees. Provides oversight and direction to minimum of six work 

areas to include but not limited to financial services, human resources, internet technology 

services, and building services.   

• Carry out supervisory responsibilities in accordance with the organization’s policies and 

applicable laws.  Responsibilities include hiring and training employees; assigning and 

directing work; appraising performance; rewarding and disciplining employees; addressing 

complaints and resolving problems effectively and legally. 

*2. Maintain financial priorities effectively for the organization in conjunction with the Executive 

Board and Executive Director. Assist the Executive Director to manage the objectives, policies 
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and operating plans for the organization that accomplish the direction, long-term goals and core 

strategies and reflect the priorities set by the Executive Board. 

*3. Provide assistance and financial guidance regarding organizational decisions including but not 

limited to hiring, disciplinary actions and terminations related to staff, engaging contractors, 

policy or regulatory compliance, business strategy and/or any other major decision.  

*4. Direct, monitor, and evaluate the work of the staff units which report to the Treasurer effectively. 

Ensure that staff carries out the mission of the organization according to directions, strategies 

and plans developed by the Executive Director in conjunction with the Executive Board. 

Effectively lead key staff to develop and implement appropriate organizational plans, processes, 

financial controls and policies to accomplish their work. Supervise, monitor, evaluate, provide 

feedback to, and conduct performance evaluations for direct reports. Ensure that the 

responsibilities, authorities and accountability of all direct reports are defined and understood.  

*5. Provide accounting and financial services to include receipt, accounting for, distributing, and 

reporting of Cooperative Program and designated funds.  

*6. Motivate staff regularly, appropriately, and effectively to carry out the established purposes of 

the organization and to fulfill the vision and goals.  

*7. Work with staff effectively to efficiently monitor the overall budget and budgets for assigned 

units based on organizational goals and strategies, and in accordance with the approved budget 

by the Convention. 

*8. Lead appropriate efforts to align staff job performance with the organization’s mission, vision, 

values and priorities and to develop effective management at all levels within assigned areas of 

responsibility.  

*9. Coordinate annual fiscal audit of accounting and financial records.  

*10. Serve as liaison for the BGCT with legal services, business community bankers, investment 

personnel, the Baptist Foundation of Texas, GuideStone, and Baptist Church Loan Corporation.   

*11. Provide oversight and direction to the Internet Technology and Information Services team to 

include but not limited to planning, development, personnel, training , hardware and software, 

the network, and computer systems.   

*12. Provide oversight and direction to the Building Operations team to include but not limited to 

office and modular space issues and planning, updates, expansion, reconfiguration, conference 

room use, catering, security, housekeeping, plants and greenery, decorations, landscaping, 

parking, budget, planning and personnel. Oversee BGCT properties in Glorieta, New Mexico. 

*13. Prepare, monitor, and implement safety and disaster response plan in conjunction with the 

Building Operations Manager and Executive Director.  

*14. Provide oversight and direction to the Building Support Services team to include but not limited 

to mail services, copy services, catering, budget, planning, and personnel. Oversee the warehouse 

and distribution system to include but not limited to the buildings, maintenance, staff, inventory, 

systems, shipping, and receiving. 

*15. Provide oversight to the Finance & Accounting team, to include but not limited to financial 

reporting, budget management, accurate and timely recording of gifts and other receipts, and 

payment of employees and vendors. 

*16. Work in conjunction with Human Resources to source, price, research, analyze, and select group 

insurance programs for BGCT employees and retirees.  
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*17. Oversee the BGCT investment programs to include the 403(b)-retirement program for 

employees.    

*18. Serve as Recording Secretary of the BGCT.  

*19. Serve as a resource to churches for treasurer information, giving forms, payroll questions, 

reporting issues, tax exemption information, and minister’s tax information.  

*20. Oversee the preparation, printing, and distribution of the BGCT Annual.  

*21. Serve as a staff liaison on the Finance Sub-Committee, Policy Council, and Administration 

Support Committee of the BGCT Executive Board.  

*22. Maintain liability insurance programs for protection of the BGCT assets and work.  

*23. Process mail and other correspondence regularly. 

*24. Respond to requests for information timely; answer phone and return calls timely, as well as be 

available to staff via phone and email regularly.  

*25. Maintain compliance with the Baptist General Convention of Texas policies and procedures. 

Maintain compliance with all state and federal laws and regulatory requirements. 

*26. Attend meetings and participate in training as required. 

*27. Perform other duties as required. 

 

*Task which is considered to be an essential and primary function of the job.  
 

 

POSITION REQUIREMENTS, KNOWLEDGE, SKILLS & ABILITIES:  NOTE:  These requirements 

represent minimum levels in order to perform the job on a satisfactory basis.  Candidates must have the ability to 

satisfactorily perform the essential functions of the job. 

 

1. Four-year college degree required; Master’s degree in related field preferred.  At least 10 years’ 

experience in non-profit finance and accounting or other related field is preferred or a 

combination of education/experience.  

• Experience as a senior financial executive/officer with significant revenue/asset stature 

preferred. 

• Demonstrated experience of increasing responsibility in all functional areas of finance and 

accounting with a well-balanced financial background required.  

• Knowledge and experience of finance and accounting for non-profit organizations required.  

• Experience managing investments for an organization required.  

• Experience in oversight and selection of group insurance products for an organization 

preferred.  

• Experience in oversight and management of internet technology, building support, building 

operations, finance and accounting, and human resources functions preferred.  

2. The Treasurer must be an active and supportive member of an affiliated Baptist church that 

cooperates with The Baptist General Convention of Texas uniquely during term of service. 

3. Valid Driver’s License required and good driving record. 

4. Knowledge of principles involved in leadership techniques and coordination of people and 

resources. 

5. Excellent multi-tasking and organizational skills. 
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6. Working knowledge of Baptist organizations and missions and ministry work. 

7. Ability to share the message of Jesus Christ at any time in an appropriate manner fitting of the 

person, situation and time. 

8. Knowledge of Scripture and theology and commitment to continual study and growth. 

9. Professional appearance and effective oral and written communication and interpersonal skills 

10. Ability to supervise employees and volunteers by assessing abilities, motivating, training and 

giving appropriate and helpful feedback. 

11. Ability to lead and promote a multicultural organization. 

12. Ability to relate positively, influentially, and sensitively to a broad spectrum of persons in a 

variety of multi-tiered relationships and settings to include but not limited to clergy, laity, 

institutional staff/faculty, various Baptist organizations, churches of all sizes, cultural identities 

and worship styles, board and council members, Baptists of Texas and beyond.  

13. Ability to provide strategic and logistical planning and facilitate meetings, conferences, 

workshops, and retreats.  

14. Ability to maintain confidentiality.  

15. Proficient ability to speak, read and write English. Ability to speak, read, and write Spanish 

preferred. 

16. Ability to present information effectively and respond to questions from employees, church 

leaders, church members, institutional leaders, the media and the general public appropriately. 

17. Ability to communicate information and ideas in speech so others will understand. 

18. Ability to read and interpret documents such as safety rules, operating and maintenance 

instructions, and procedure manuals.  Ability to write routine reports and correspondence. 

19. Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, 

common fractions, and decimals.  Ability to apply concepts such as fractions, percentages, ratios 

and proportions to practical situations.  

20. Ability to solve practical problems and deal with a variety of concrete variables in situations 

where only limited standardization exists.  Use logic and reasoning to identify the strengths and 

weaknesses of alternative solutions, conclusions or approaches to problems. Ability to interpret a 

variety of instructions furnished in written, oral, diagram or schedule form.  

21. Ability to use MS Word, Excel, and Outlook competently. 

22. Ability to work with and coordinate committees effectively and efficiently.  

23. Ability to prepare financial forecasts, planning, and modeling.  

24. Strong sense of accountability and ability to hold others accountable appropriately.  

Work Environment 

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

25. The work environment is an office.  The noise level in the work environment is moderate. 
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26. Travel to other work environments is required for this job. Other environments may include 

conference or retreat settings and churches.  

27. Ability to travel overnight is required.  

28. Must have valid U.S. passport and be able to travel internationally for extended stays as needed.  

29. Must be able to obtain and maintain current government documents necessary to travel to various 

domestic and international locations.  

Physical Demands 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

30. While performing the duties of this job the employee is regularly required to stand and walk;  

31. use hands to finger, control, handle, or feel and reach with hands and arms; and talk and hear.   

32. The employee is frequently required to sit or bend.  

33. Specific vision abilities required by this job include close vision, color vision, depth perception, 

distance vision and ability to adjust focus.  

34. Travel by automobile, aircraft, or other public conveyance to various geographic locations 

required. Some overnight stays required. 
 

CONTACT:    Human Resources 
   Phone 214-828-5168 
   Fax  214-853-4257 
   Email hr@texasbaptists.org 
 
Texas Baptists is an Equal Opportunity Employer. 

mailto:hr@texasbaptists.org

