Branch Treasurer Job Description

As well as sharing responsibility with the other members of the Branch Committee for all aspects of BC Branch activities, the Treasurer’s role is to ensure that the Branch keeps track of its financial situation and is able to meet the costs incurred by its activities.

Key Tasks:

· To ensure that an annual budget is drawn up.

· To make sure that adequate systems of financial administration are in place.

· To liaise regularly with BC’s Head Office, and provide Branch quarterly reports and annual accounting and VAT returns.

Specific Responsibilities:

· To ensure books of account are kept in which all income and expenditure is recorded whether of a charitable nature or otherwise. 

· To be responsible for the monitoring, on a regular basis, of the actual income and expenditure against budget and report the position to the committee, drawing attention to any significant variance. 

· Monitor the administration of the Branch bank account on a monthly basis by checking the bank reconciliation and the bank balances.

· Present the financial report at each Branch AGM, summarising income and expenditure for the previous year, progress during the current year and recommendations concerning funding.

· To advise the committee on the financial implications of their activities as well as any adjustments or amendments to the budget that may be required, and seek approval for them. 

· Act as a link for all financial matters between the Branch and Head Office, and liaise with the auditor as necessary.

· Arrange for two signatories to be required for all cheques.

· Support other committee members with the preparation of funding proposals to outside bodies.

· From time to time, attend National and Regional meetings, workshops or seminars.

Ensure that the Branch keeps copies of its financial records (eg bank statements, sales invoices, correspondence files, VAT records) for up to seven years. Certain types of information, such as agreements or expired leases, must be kept for up to 12 years; cheque counterfoils should be kept up to one year and balance sheets for up to 30 years. Consult with BC’s Director of Finance and Administration for further guidelines about retaining and disposing of records.
