Treasurer

The Club Treasurer is responsible for the financial management of the Clubs' accounts and financial dealings.

Ideally the Club Treasurer has some background or expertise in financial management skills that involve standard accounting procedures.  The Treasurer looks after the Club's accounts and needs to have some computer capability in spreadsheets or financial package applications. 

The Treasurer should also be able to communicate with other Club office bearers and should be aware of the financial state of the Club at all times.

Suggested Duties

1. Keep the committee informed of all financial trends and any areas of concern.

2. Issue receipts and promptly deposit all monies received.

3. Make all payments by cheque where possible and keep up to date accurate records of income and expenditure.

4. Be responsible for ensuring that adequate accounts and records exist regarding the Club's financial transactions.

5. Be one of the signatories on the Club's cheques.

6. Prepare regular bank account reconciliations.

7. Be fully aware of the financial position of the Club at all times.

8. Do not support other Club members handling, depositing, paying out or otherwise dealing with Club funds, without your knowledge.

9. Prepare budgets for the forthcoming year describing potential sources of income and expenditure.

10. Present regular breakdowns of income and expenditure to the committee.

11. Prepare and present financial statements to club committee meetings and A.G.M.

12. Prepare and present financial statements to the District or Junior League when required.

13. Invest surplus funds and manage the Club's investment program.

14. Prepare annual financial accounts for auditing and provide the auditor with Information as required.

15. Ensure annual returns and statement of accounts are filed as required by Incorporation.

16. Be able to work in a logical orderly manner, keep good records and carefully handle money and cheques, arranging regular time periods to maintain the Club's books of account.

17. Have a sound knowledge of the Club's and Junior League's Rules and Regulations.

18. Have a sound knowledge of the State, District and Junior League financial requirements.

19. Be aware of the Club's future plans and development initiatives.

