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Role & Responsibilities:

TREASURER

The Treasurer is ultimately responsible for insuring that the finances of the club are organised and managed effectively through a specific and separate club bank account.

	Responsible to: The Club     Committee
	Responsible for: Match fee collectors and Social Secretary


	Main Duties
	Skills Required

	· Managing all income and expenditure, including banking arrangements

· Managing legal requirements such as taxation

· Reports regularly to the committee/chairperson on the club’s financial status

· Prepares /presents audited financial year end report to AGM

· Financial planning, budgeting and monitoring throughout the year
· Collecting subscriptions and all money due to the club
· Ensure all teams and layers are eligible to compete
· Liaise with Captains on currency of membership of individual players
· Paying the bills and recording information
· Working with the Secretary to affiliate the club to the County Hockey Association and England Hockey
· Work with the Secretary to affiliate the club to the leagues
· Keep up to date records of all financial transactions
· Ensure that all cash and cheques are promptly deposited in the bank
· Ensure that funds are spent properly
· Issue receipts for all money received and record this information
· Help to prepare and submit any statutory documents that are required (e.g. VAT returns, PAYE and NI returns)
· Collect and acknowledge all membership subscriptions
· Keep records of paid up members
· Liaise with Captains to ensure players are paid up members
	· Good accountancy knowledge

· Great organisation skills

· Good administrative/IT skills

· Communication skills

· Attention to detail

· Ability to handle money and cheques carefully

· Confidence with numbers


The Commitment we are looking for
Meetings are held on the first Monday of every month between July and April.  In addition, the AGM is held in May each year.  The term of office is for a minimum of 2 years although the club will allow the holder to resign if they feel they cannot fulfil the role. You will need access to a telephone and a computer, including e-mail and internet access.

What else can we tell you about the role?
The Treasurer must be well organised, able to keep records, careful when handling money and cheques, scrupulously honest, able to answer questions in meetings, confident handling figures, prepared to take instant decisions when necessary.

Even if some of the duties above are delegated to another officer, the Treasurer is still ultimately responsible.  It is up to the Treasurer to make sure that any delegated work is done properly.

