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<Insert Name of Club>
Position Description – Treasurer

JOB TITLE:

Treasurer

OBJECTIVE:

To ensure that a financial management and reporting system is put in place and operable, so the club committee has an accurate understanding and management of the financial status of the club at all times. Additionally, provide support to the Executive and Committee members to ensure the efficient operation of the Club.

RESPONSIBILITIES:

1) Coordinate the preparation of the annual budget, in consultation with the committee to reflect income and expenditure of the club for presentation at the first meeting of the year. 
2) Ensure access to and maintain the clubs secure computer-based accounts and banking system. Record all receipts and payments clearly and accurately.
3) Ensure that any amounts payable to the club are collected and receipts issued for those amounts in the club’s name.
4) Ensure that any amounts paid to the club are credited to the appropriate account of the club as
5) directed by the committee.
6) Ensure that any payments to be made by the club that have been authorised by the committee or
at a general meeting are paid on time.
7) Organise collection of funds from various events for banking. 
8) Provide advice to the Committee in their management of the Club finances.
9) Ensure development, adherence to and review of financial policies, controls, and procedures.
10) Ensure all committee members, staff, team managers and coaches do not exceed authority ceilings for financial expenditure without approval of the General Committee.
11) Faithfully carry out your responsibilities to the committee of the club, its members, its sponsors, and others with whom it does business (Do not expend any money not approved by the committee).
12) Highlight any immediate or pending financial concerns faced by the club to the committee in a timely fashion.
13) Provide a list of outstanding revenue/registrations and payments to the committee each committee meeting.
14) Provide Profit & Loss, Balance Sheet, Bank Reconciliation reports to the committee at each committee meeting.
15) Ensure all legislative reporting, auditing and taxation commitments are met by the club where applicable.
16) If the club is a tier 1 association (as defined in the Associations Incorporations Act 2015), the treasurer will coordinate the preparation of the club’s financial statements before their submission to the club’s annual general meeting.
17) If the club is a tier 2 association or tier 3 association, (as defined in the Associations Incorporations Act 2015), the treasurer will coordinate the preparation of the club’s financial report before its submission to the club’s annual general meeting.
18) Report the past, present and future financial progress, and position of the club to all monthly committee meetings and the AGM.
19) Ensure the safe storage of the club’s financial statements, records, and reports.
20) Ensure that the club complies with the relevant requirements of the Associations Incorporations Act 2015.
21) Assist with grant applications and other funding opportunities where necessary.
22) Liaise with governing body regarding financial payment system. 
23) Attend governing body or other providers financial training sessions as required. 
24) Ensure appropriate handover of all documents and accounts to incoming Treasurer.
RELATIONSHIPS:

1) Reports to the President and General Committee.
2) Liaise with all members of the Club with financial responsibility.
3) Liaise with external debtors and creditors.
4) Liaise with Registrar.

ACCOUNTABILITY:

1) Club President and Committee. 
2) The Treasurer shall seek ratification from the General Committee of the annual budget, including debt reduction and there after shall have the authority to act within the limits of the approved budget and strategy. 
3) The Treasurer shall provide a monthly report to the General Committee of all financial transactions. 

ESSENTIAL SKILLS:

1) MANDATORY: Hold a valid/or willing to obtain a Working With Children Check prior to commencement.
2) DESIRABLE: Experience in bookkeeping, financial management or accounting environment.
3) Dedicated, honest and trustworthy club person.
4) Enthusiastic and well organised. 
5) Ability to track income and expenses and keep sound financial records.
6) Ability to allocate regular time periods to maintain the books. 
7) Diligent with receipts and money.
8) Ability to work in a logical and orderly manner.
9) Willing to learn new skills if necessary. 

The estimated time commitment required as the Treasurer is up to 1-4 hours per week around peak periods. Away from these times, it is estimated to decrease.
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DISCLAIMER: While all care has been taken in the preparation of this material and the entire FV Resource Library, no responsibility is accepted by the author(s) or Football Victoria, its staff, volunteers or partners, for any errors, omissions or inaccuracies. The material provided in this resource has been prepared to provide general information and guidance only. It is not intended to be relied upon or be a substitute for legal or other professional advice. No responsibility can be accepted by the author(s) or Football Victoria or its staff, volunteers or partners for any known or unknown consequences that may result from reliance on any information provided in this publication.
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