



Sample Treasurer Job Description
Serves as the volunteer auditor of the Affiliate's funds overseeing their receipt, disbursement and investment by the <XSHP> office staff on behalf of and at the direction of the Board of Directors;
Serves as a member of the Board of Directors;

Keeps a watchful eye for unusual and excessive expenditures to maintain a financial balance which allows the organization to maintain fiscal stability;

Oversees receipt of affiliate income and monitors the bank accounts;

Monitors the bookkeeping system of all transactions which shall be open for inspection by an audit committee appointed by the Board of Directors;

Reports regularly to the Board and submits financial statements as to the solvency of the Association;

Works with the Executive Director to prepare a balanced budget with the assistance from the Committee on Finance and input from the Board of Directors;

Consults with the Executive Director and affiliate accountant concerning any changes that must be made to the records, particularly those pertaining to the handling of money;

Review and sign annually an audit of the affiliates' financial records as a responsibility of Treasurer;

Reviews copies of most recent financial report, all previous financial records, budget and past incoming data pertaining to the affairs of the organization;

Monitors the day-to-day accounting system maintained by the <XSHP> accountant and reports a balance of income and expense using the current <XSHP> accounting system and software;

Studies, advises and reports on the feasibility of special committee or affiliate activities which require the expenditures of funds beyond the budget capabilities;

Presents reports of finances at affiliate Annual Meeting;

Provides budget information to Board members and newsletter committee to develop a budget for the calendar year;

Meets with the Committee on Finance in to finalize the following year's budget and presents to the Board of Directors for approval by the end of the current fiscal year;

Serves as member and Chair of the Committee on Finance and as a member of the Executive Committee;

Monitors membership dues for deposited by <XSHP> office;

Serves as member of the House of Delegates;

Presents a report and financial statement at a session of the House of Delegates.
Term of Office

Two years (elected by membership)


