Name of Club or Centre

TREASURER ROLE DESCRIPTION
Purpose: 
The Treasurer is the chief financial management officer of the Club/Centre. This person ensures all Club/Centre finances are received, recorded and managed appropriately.

Responsible To: 
The Treasurer is directly responsible to the President and members of the Executive Committee.

Responsibilities & Duties
The Treasurer is expected to:

· Prepare a budget and monitor it regularly;

· Keep the Club/Centre’s books up to date;

· Keep a proper record of all payments and monies received;

· Make sure financial reports are available and understood at all committee meetings;

· Show evidence that money received is banked and documentation is provided for all money paid out;

· Give Treasurer’s report at regular meetings and when required produce an annual financial report;

· Send out accounts and pay bills;

· Assist Club/Centre Secretary by responding to incoming correspondence requiring financial reporting or investigation, and;

· Liaise & support Club/Centre Manager and Secretary with sponsorship, funding applications and fundraising.

Knowledge & Skills
Ideally the Treasurer is someone who:

· Well organised;

· Able to allocate regular time periods to maintain books;

· Able to keep accurate records and manage financial records either manually or by computer;

· Able to work in a logical orderly manner, and;

· Able to explain financial information effectively to others.

Estimated Time Commitment & Period of Appointment

The estimated time commitment required as the Treasurer is _______________ hours per week during the season and _________________ hours out of season.

The Treasurer is appointed for a period of 12 months and is elected by members at each AGM.

