TREASURER’S JOB DESCRIPTION

Job Title: Treasurer (voluntary post) of Myatt’s Fields Park Project


Role: The role of the treasurer is to ensure the financial management of the project is carried out to the highest standards. This includes:

· Working with the sub-groups, book keeper and relevant staff to present financial reports to the board in a format that helps the board understand the charity’s financial position. This means ensuring these reports are prepared in advance of executive meetings.

· Advising the board on how to carry out its financial responsibilities

· Liaising with professional advisers

· Overseeing the preparation and scrutiny of annual accounts

· Taking on day to day duties (working with the relevant staff and book keeper) such as preparation of cheques, preparing payments

Treasurer Person Specification

	
	
	The candidate will be asked to give examples of the following
	Shortlisting Criteria

	Key Knowledge, personal qualities and Relevant Experience


	
	Experience of working in a community group in treasurer role, or accountancy role
	E

	
	
	Experience in developing and monitoring processes for the handling of money (cash and finances) to ensure that the highest standards of probity and governance are maintained 
	E

	
	
	Practical experience or close supervision of book keeping 
	E

	
	
	Has formal training and qualification as a book keeper
	D

	
	
	Confident in use of online banking facilities, creating payees and making payments, and confident to support staff/volunteers in use of online banking facilities  
	E

	
	
	Experience of running a small business or managing the finances of a business, including keeping financial records
	E

	
	
	Close supervision of book keeping practice and standards (and/or personal experience of book keeping) so annual reports can be prepared with minimum additional costs. 
	E

	
	
	'Preparing annual accounts. Personal experience of book keeping such that annual accounts can be prepared with minimum additional costs. This can be gained in a variety of settings,  in a community group, charity, as a small business contractor, or as part of a larger organisation
	

	
	
	
	

	
	
	
	


