Club Treasurer Job Description
The Treasurer is responsible for all financial matters of the Club. In general this will require authorisation and issue of payments, collection of debts, reconciling and monitoring accounts and reporting and managing the overall financial position of the Club.
The Treasurer is directly responsible to the President of the Club and the members of the Club. 

The Treasurer holds ostensible authority to make administrative and other reasonable purchases to facilitate the Club’s operation without Committee approval up to $500. This may include but is not limited to:

· Stationary and printing

· Postal needs

· Equipment

Any item above this threshold of $500 will require approval from the Committee.

Responsibilities and Duties
· Develops an operational budget for adoption by the Committee at the start of each year
· Ensure all the responsibilities under the Associations Incorporation Act are discharged
· Responsible for handling the finances of the North Shore Football Club, including the collection of all money and the payment of all Club bills/expenses in accordance with Committee directives
· Maintains a permanent true and accurate financial record of the Club (Profit & Loss, balance sheet, transactions, and highlights any anomalies
· Balance accounts and bank statements
· Ensures receipts are written for all money received and that monies are banked promptly

· Ensures all cheques are signed and authorised and accounts paid by due date
· Work with the President to ensure all Insurances are up to date and in place
· Prepare the financial records for the annual audit and prepares draft financial statement for audit

· Deliver all relevant club records to the Club Auditor and collect them at completion of the Audit

· Prepares and presents Treasurers’ Report, Auditors’ Report and audited financial statements to Annual General Meeting
· Prepares and submits Financial Returns to Office of Fair Trading for Incorporation requirements
· Must attend all monthly Committee meetings with accounts in order, bank balance, bills to be paid and monthly financial report (thus keeping committee regularly informed of the club’s financial position)
Bank Accounts and Banking
· Money must be banked ASAP and not held onto for days
· Signatory on club bank account

· Maintains all required Club bank accounts, arranging for officer signatures as required
Bookkeeping
· All transactions are recorded in an Excel spreadsheet
· Income and expenses need to be allocated to the right column

· All invoices should have cheque number highlighted on top of page and filed in order of numbers

· In your files you should keep all bank statements, minutes of monthly meetings, cash receipts, journal entry receipts, Sunshine Coast Football statements and monthly reports, and all invoices

· If paying a refund that has no letter or invoice use a North Shore letterhead explaining the reason for the refund and with the cheque number on top highlighted
Registrations and Fixtures
· Work with the Registrars and Committee to review and lock in fees at the start of each season to ensure all costs associated with the running of the club and SCF fees are covered
· Assist the Registrars to ensure all registration fees are paid by agreed due dates

· Coordinate and manage the receipting and banking of registration fees
· Prepare referee payments for all Junior and Senior home games on advice from club Secretary
Uniform Money
· Registrar receipts when selling clothes, Treasurer collects money from registrar with reconciliation sheet and receipts the amount and then banks

Canteen Money
· Canteen takings are to be counted before leaving the building with canteen convener and Treasurer together, Treasurer receipts and takes money for banking

· All purchases will be on accounts or paid by cheque there is to be NO CASH PURCHASES

· Canteen $ 200.00    Canteen convener keeps float to the end of the season or when it is not needed any more.   Registrar, Bar and Groundsman can have float if needed

Reimbursements
· All reimbursements need to have receipts and, if paying telephone bills for the committee a transaction list of date, local call or mobile call and phone number needed

Grounds Purchases
· All purchases should be considered by Committee, approved and minuted 

Club Grants
· Work with the Grants Officer to track grant money in to the Club’s account and secure the funds so they can be monitored and allocated for the appropriate items under the relevant grant and related service agreement

· Help manage and track the spending of grant money by keeping a true and accurate record (with receipts and copy invoices) to track all grant expenditure

· Assist with the final acquittal of the grant money

· Draw a cheque for any subsequent grant refunds as identified in the Acquittal process
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