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NORTHVALE SOFTBALL CLUB

POSITION DESCRIPTION – TREASURER
The Treasurer is responsible for ensuring the committee is empowered to manage the financial affairs of the club and is responsible for protection of the club’s cash, assets and the volunteers who handle them, ensuring the collection of all revenues and payment of all financial obligations. 
The treasurer must also ensure that all financial transactions are recorded in the club’s accounts and must produce the club’s financial reports for presentation to the committee, the members at the AGM, as well as complying with all financial reporting obligations contained in the club rules and the Incorporated Associations legislation. 
RESPONSIBILITIES
GOVERNANCE

· Reports to the President
· Part of the Executive Committee

EMPOWERING THE COMMITTEE TO MANAGE THE FINANCIAL AFFAIRS OF THE CLUB 
· Preparation of a club budget and cash flow projection at the start of the year for review and sign off by the committee 

· Record all financial transactions in the clubs accounting system as well as maintaining a list of club assets and liabilities 

· Reconcile invoices and keep concise financial records in MYOB

· Liaise with Registrar to follow up with players who have not registered or paid fees 
· Work with Registrar to fairly accommodate fee extensions, exemptions or reductions
· Provide profit and loss reports and balance sheets 

· Provide a list of revenues outstanding and payments to be made 

· Work with Registrar to ensure fees are invoiced and paid

· Work with Website manager and Apparel & Merchandise Coordinator to invoice members and follow up late payments

· Liaise with Tournament Subcommittee to invoice and take payments for tournaments

· Work with Fundraising, Sponsorship and Grants subcommittees to set and execute goals

· Liaise with relevant subcommittees where invoices and payments are required

PROTECT THE CLUB’S ASSETS, CASH AND THE VOLUNTEERS WHO MANAGE THEM
· Implementing financial management procedures which protect both the club’s funds and assets and the volunteers who handle them 

· Control the club bank account  

· Ensure as much revenue as possible is collected using online payments 

· Ensure all approved expenditure is paid on time 

· Ensure all moneys due to the club are collected on time 
FINANCIAL REPORTING 
· Ensure an audit or review is conducted in a timely manner 

· Produce the financial report to be presented at the AGM 

· Undertake all legislatively required reporting and submissions 

ESSENTIAL SKILLS 
· Well organised 

· Ability to keep concise financial records in the clubs accounting system 

· MYOB experience desired

· Diligent with receipts and money 

· Ability to work in a logical and orderly manner 

· Honest and trustworthy 

· Financial accounting or book keeping experience preferred 

· Computer skills 

CODE OF CONDUCT
The Treasurer agrees to: 
· Sign the confidentiality agreement

· Keep their comments to matters before the committee

· Attend meetings and be punctual

· Act in the best interests of the Club, and not bring the Club into disrepute

· Exercise appropriate care and diligence

· Not make false statements or falsify records

· Not make offensive statements or comments or behave improperly

· Declare any potential conflicts of interest and stand aside from discussions and voting on such matters deemed to be a conflict of interest 

· Keep all matters in confidence and not disclose any matters of sensitive business to the general public or other associates of the Club 

CONFLICT OF INTEREST
· If at any stage the Treasurer becomes aware of a personal conflict of interest, real or perceived, they should immediately notify the Club Committee, where it will be noted and managed as required for transparent management. 

END OF YEAR HAND OVER 
UPDATING OF DOCUMENTS 
· At the end of each year the Treasurer will review and revise their position description to ensure it continues to reflect the requirements of the role.  The updated position description must be provided to the Secretary for the Annual General Meeting each year. 
INDUCTION OF THE INCOMING TREASURER 
· An important responsibility of the outgoing Treasurer is to train, mentor and support the incoming Treasurer. 
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