
 

 

Secretary-Treasurer 

The Trustees of the Funds (ToTF) is a nonprofit organization created by the Episcopal Diocese of Virginia 
(Diocese). ToTF manages investment funds for churches and organizations affiliated with the Diocese, 
and the Diocese itself. The important work of ToTF dates back to 1754. 

ToTF is searching for a qualified individual to succeed our current Secretary-Treasurer (Sec-Tr), who is 
retiring.   

The job is part-time (16 hours/week) and requires: 

• Knowledge of accounting 
• Some knowledge of investments and operations in the financial community 
• Attention to detail 
• Ability to work independently and, at times, remotely  
• Limited travel to quarterly board meetings and occasional other meetings (currently Zoom) 
• Excellent interpersonal skills to interact with the 100+ investors and their representatives 
• Knowledge of MS Office products 
• Ability to take minutes at quarterly board meetings 

The ideal candidate would have experience either in an investment firm or a financial office. 

Our Sec-Tr works with the Trustees and the Executive Director (Ex. Dir.) to respond to investor inquiries, 
oversee the additions and withdrawals of funds in individual accounts (handled by our third party 
Administrator) and the unitization and valuation of accounts. The successful applicant will monitor the 
cash flow needs of the organization and coordinate with the Ex. Dir. to ensure that idle cash is invested 
and that ToTF has sufficient liquidity to cover withdrawals, payouts and operating expenses.  

The position requires minute-taking at quarterly board meetings that may be in different locations in 
the Diocese and, at times, making arrangements for in-person meetings, in collaboration with the Ex. 
Dir. and board members. (All meetings will continue to be video-conferences until the Trustees 
determine that in-person is safe.) 

Annually, the Sec-Tr acts as the primary contact with our auditors to ensure that all required 
information is provided in a timely manner. 

The Sec-Treas. will assist the Ex. Dir. in matters related to the operations of the office, including filing, 
supplies, equipment, etc. Sec-Tr handles stock deposits when sent to ToTF and all bank deposits and 
disbursements throughout the year.  

Salary:   Commensurate with experience. 

Benefits: The successful applicant will be able to enroll in the Diocesan Dental Plan (applicant paid) 

Applicants can email a cover letter and resume to: Lynn Ivey, Executive Director: 
livey@trusteesofthefunds.org       Phone: 804-622-3186 
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