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Treasurer – role description
· Safeguard the charity’s assets and oversee the financial affairs of the organisation and ensure they are legal, constitutional and within accepted accounting practice.

· Prepare, review and maintain a Financial Controls policy including:
· Payment limits 

· Petty cash/ float

· Salary payments

· Pensions

· PAYE and NI payments

· Others as appropriate

· Authorise payments and bank transfers in line with the Financial Controls policy. 

· Ensure proper records are kept.

· Undertake bookkeeping duties and regularly carry out bank reconciliations.

· Produce annual accounts and lead on appointing and liaising with an independent examiner.
· Produce an annual budget and liaise with relevant staff and committee members accordingly.  
· Report on the financial performance and position of the charity during the last period, period to date and comparative periods at each trustee meeting, which reference to the budget and explanation of variances.
· Appraising the financial viability of the strategic plans, both in the short and medium term (1-3 years).
· Review the petty cash log and process claims.

· Prepare, review and present to the board on the Reserves Policy. 

· Seek advice on the charity’s pension scheme and taxation affairs, when required. 

