
SARUM ORIENTEERING CLUB
TREASURER – JOB DESCRIPTION

JOB TITLE:


Treasurer

RESPONSIBLE TO:

The Club Committee

SKILLS REQUIRED:

· Well organised

· Able to keep records

· Confident about handling figures and money

· Honest

· Prepared to make a regular time commitment

· Flexibitity

JOB PURPOSE:

1) To ensure the club remains solvent

2) To prepare and manage budgets for all areas of the club’s work

3) To advise individual sections of the club with regard to all financial matters

4) To produce an annual report and financial review of the accounts for the Annual General Meeting 

MAIN DUTIES:

1) To be responsible for the club finances.
2)    To manage the club accounts as effectively as possible to maximise the interest.
2) To deal efficiently and effectively with all invoices and bills.
3) To keep up to date records of all the financial transactions.
4) To ensure that funds are spent properly.
5) To issue receipts and record all money received.
6) To attend committee meetings and present the budget report.
7) To prepare the end of year accounts to present to the auditors.
8) In agreement with the committee, plan the annual budget. 

9) To monitor the budget throughout the year.






Reviewed and approved 18th. November 2008         To be reviewed again not later than November 2010  


