JOB DESCRIPTIONS 3%

Treasurer

Summary:

Chief financial manager of the Club - maintain the integrity and accurate recording of the
club’s financial position.

Reports to :

Club Executive

Responsible for:

This is usually an Executive position; In some clubs there is also an Assistant Treasurer.
The Assistant Treasurer provides administrative support for the Treasurer and reports to
him/her.

Role:

1. Prepare an annual budget that is consistent with the priorities and activities of the
club for the first meeting of the Executive.

2. Present comprehensive reconciliation and cash flow statements to each committee
meeting; maintain appropriate financial records that are available to members and
the Executive;

3. Bank club funds; be signatory for club expenditure;

4. Make assessments and recommendations to the committee on variations and

proposals for income and expenditure; monitor the efficacy of fund raising activities
undertaken within the club
5. Prepare, or oversee the preparation of, applications for grants and financial
assistance; provide progress and reconciliation reports as required.
Prepare financial statements that meet the requirements for annual audit;
Deliver financial reports to club meetings.

N

Performance Measures:

. Annually, a club budget is prepared; formal on-going adjustments as required are
made; any adjustments are recorded;

o Written reports for each committee meeting are prepared that includes a bank
reconciliation statement & an income and expenses statement;

o Financial statements are submitted for annual audit;

o The final draft of any submissions for grants/financial assistance are cleared




