


[BRANCH NAME]

Treasurer – Job Description


JOB TITLE: Treasurer

RESPONSIBLE TO: [BRANCH NAME] Management Committee

SKILLS AND ATTRIBUTES REQUIRED:

· Well organised
· Able to keep records
· Confident about handling figures and money
· Honest
· Prepared to make a regular time commitment

MAIN DUTIES:

1. Be responsible for all aspects of the organisation’s finance;
2. Maintain an accounting system adequate to the needs of the organisation to include up to date records of all financial transactions, issuing of receipts and recording of all money received;
3. Deal efficiently and effectively with all invoices and bills;
4. Ensure that funds are spent properly;
5. Prepare annual accounts to present for independent examination by an independent financial assessor or qualified auditor;
6. Present the annual accounts to the Annual General Meeting and submit a Treasurer’s Report;
7. Help to prepare and submit any statutory documents that are required (e.g. OSCR, grant aid reports);
8. Prepare and submit financial reports to meetings of the Management Committee, or as otherwise required;
9. Forward financial planning, in agreement with the Management Committee;
10. Monitor the budget throughout the year.



SIGNATURES:

Treasurer	……………………………………………………	Date	……………………………………………………

Chair		……………………………………………………	Date	……………………………………………………




