Age UK South Gloucestershire
Treasurer – Role Description
Overall

The overall role of the Treasurer is to maintain an overview of the organisation’s financial affairs, ensuring its viability and ensuring that proper financial records and procedures are maintained.  The role and person specification are summarised below.

General

· Oversee the financial affairs of the organisation and ensure they are legal, constitutional and within accepted accounting practice.

· Ensure proper records are kept and that effective financial procedures are in place.

· Monitor and report on the financial health of the organisation.

· Oversee the production of necessary financial reports/returns, accounts and audits.

Specifically

· Liaise with relevant staff, committee members and/or volunteers to ensure the financial viability of the organisation.

· Make fellow trustees aware of their financial obligations by interpreting financial data to them.

· Comment on the financial reports the financial position at board meetings (e.g. management accounts, cash flow, budgeting).

· Oversee the production of an annual budget and propose its adoption to the Board
· Ensure proper records are kept and that effective financial procedures and controls are in place, ie:

· Cheque signatories

· Purchasing limits

· Purchasing systems

· Petty cash/ float

· Salary payments

· Pensions

· PAYE and NI payments

· Others as appropriate.
· Advise on the organisation’s reserves policy and investment policy.

· Ensure that there is no conflict between any investment held and the aims and


objects of the charity.

· Oversee the appointment of auditors/an independent examiner.


Qualities and Skills Preferred
· Experience of financial control and budgeting.

· Good financial analysis skills.

· Ability to communicate clearly.
· A willingness to be contacted on an ad hoc basis.

· Ability to ensure decisions are taken and followed-up.

Time Commitment Required

The role of the Treasurer requires an estimated commitment of approximately half a day each month, although more may be necessary at busy times.[image: image1.png]



