CLUB

TREASURER’S JOB DESCRIPTION

The role of the Secretary is to support the President by ensuring the smooth functioning of the
Club.

THE OVERALL ROLE OF THE TREASURER IS TO:-

[
[
[

Maintain an overview of the Club’s affairs
Ensuring its financial viability
Ensuring that proper financial records and procedures are maintained

GENERAL RESPONSIBILITIES

—

To ensure the Club complies with its Constitution, company law and any other relevant
legislation or regulations

To ensure the Club pursues its objective as defined in its Constitution

Defining goals and setting targets and evaluating performance against agreed targets

To safeguard the good name and values of the Club

To ensure the effective and efficient administration of the Club

To ensure the financial stability of the Club

To protect and manage the property of the Club and to ensure the proper investment of the
Club funds

To monitor the performance of other Committee members

In addition to these duties the Treasurer should use any specific skills, knowledge or
experience to help the Committee reach sound decisions. This may involve leading
discussions, focusing on key issues, providing guidance on new initiative or other issues in
which the Treasurer has special expertise.

ADDITIONAL DUTIES OF THE TREASURER

—_—

Overseeing, approving & presenting budgets, accounts and financial statements

Being assured that the financial resources of the Club meet its present and future needs
Ensuring that the Club has an appropriate reserves policy

The preparation and presentation of financial reports to the Club

Ensuring that appropriate accounting procedures and controls are in place

Liaising with Committee members and other members about financial matters

Advising on the financial implications of the Club’s strategic plans

Ensuring that the Club has an appropriate investment policy

Ensuring that there is no conflict between any investment held and the aims and objectives of
the Club

Monitoring the Club’s investment activity and ensuring its consistency with the Club’s policies
and legal responsibilities

Ensuring the Club’s compliance with legislation

Ensuring equipment and assets are adequately maintained and insured

Ensuring that the accounts are prepared and disclosed in the form required by the funders
and the relevant statutory bodies
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ADDITIONAL DUTIES OF THE TREASURER (Cont.)

[

—_—

Ensuring that the accounts are scrutinised in the manner required (independent examination
or audit) and any recommendations are implemented

Keeping the Club informed about its financial duties and responsibilities

Contributing to the fundraising strategy of the Club

Making a formal presentation of the accounts at the Annual General Meeting and drawing
attention to important points in a coherent and easily understandable way

Dealing with all bills and supplying receipts to Club members for payments

Ordering supplies of materials as required

Sit on appraisal, recruitment and disciplinary panels as required

TREASURER’S PERSON SPECIFICATION

—_—

Commitment to the organisation

Willingness to devote the necessary time and effort

Strategic vision

Good, independent judgement

Ability to think creatively

Willingness to speak their mind

Understanding and acceptance of the legal duties, responsibilities and liabilities of the Club
Ability to work effectively as a member of a team

Financial qualifications and experience

Skills to analyse proposals and examine their financial consequences

Preparedness to make unpopular recommendations to the Club

Willingness to be available to Club members for advice and enquiries on an ad hoc basis
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