Treasurer Job Description 

Objective 

To ensure that a financial management system and reporting system is in place and updated regularly so the committee has an accurate understanding of the financial status of the organisation at all times. 

Responsibilities and Duties 

Prepare budget to reflect income and expenditure for presentation at meetings. The budget should include an interim payment plan for any outstanding debt and a cash flow plan. 

· Send out accounts. 

· Pay invoices in a timely manner. 

· Maintain appropriate accounts of all income and expenditure. 

· Present all accounts for payment for approval to Committee. 

· Prioritise payment of accounts. 

· Prepare and present the financial statements including the Annual Report. 

· Present monthly report at Committee Meetings.      

· Oversee and seek reports of all other accounts held by other sections of the organisation (Eg: Events, Social and Fundraising committees) 

· All monies received to be handed to the Treasurer where a receipt will be issued and, as soon as possible, money to be deposited into NKOA Bank account. 

The Treasurer must maintain: 

· Members’ subscription records 

· Database of all members which includes contact details, membership type and date membership fees paid. 

· Cash receipts and payments record 

· Cash receipts are a summary listing of all money received 

· Cash payments are a summary of all cheque book and cash payments made. 

 The Treasurer must prepare: 

· The Annual Budget 

· 12 month projection of income and expenses. 

· Projections are then compared to actual income and expenses month by month. 

· Receipts and payments summary 

· Just shows the amount of cash received and paid as well as the cash remaining. 

· Income & expense summary 

· Records and itemised amount of income received and all expenses on a monthly and annual basis. 

· Balance Sheet 

· Bank reconciliation statements 

· Make details of all accounts available to the Committee and members. 

· Manage any overdraft facility held. 

· Ensure the finances are correctly audited. 

· Ensure all taxation commitments are met. 

Relationships 

· The Treasurer is a member of the Executive Committee
· Reports to the President and General Committee 

· Liaise with all members of the Council with financial responsibility (Eg: Events, fundraising etc) 

· Liaise with all Creditors and Debtors 

Accountability 

· The Treasurer is accountable to the President and the General Committee 

· The Treasurer shall seek ratification from the Committee of an Organisation budget, including debt reduction and there after shall have the authority to act within the limits of the budget and strategy approved 

· The Treasurer shall provide a monthly report to the Committee of all financial transactions 

· The Treasurer’s first responsibility is as custodian of the funds, and these funds must be dealt with according to the constitution and the wishes of members.  The Treasurer must keep a proper record of where money comes from (so it can be shown that amounts have been banked to the clubs credit), and a proper record of all payments (so it can shown exactly where money was spent).  Once the clubs money has been banked, the trusteeship falls on the committee. 

· A second responsibility is to report on financial transactions and to provide a statement of NKOA’s assets and liabilities at particular dates (including future projections/estimates). 

