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POSITION DESCRIPTION 
	Position Title
	Treasurer

	
	

	Term
	Usually elected by Annual General Meeting, and holds position until next Annual General Meeting.

	
	

	Primary Objective
	To ensure that all stakeholders receive timely, accurate and useful information regarding the activities of the Club.  Responsible for all book-keeping of financial related activities of the Club

	
	


	SUMMARY OF POSITION PURPOSE


The Treasurer has responsibility for all matters relating to Financial Management pertaining to the club.

They are required to be organised, have good book-keeping skills and able to present the clubs financial position as required.  They are responsible for ensuring that all funds are accounted for, the club remains in a viable and sustainable condition, and also be a key signatory for approval of any expenditure.
RESPONSIBLE TO

The Treasurer is directly responsible to the Committee of the Porirua Pistol Club (Inc) and the members within
KEY RELATIONSHIPS
· Porirua Pistol Club Members

· Porirua Pistol Club Committee

· Aligned Banking Institution of the Club
ADDITIONAL/POTENTIAL RELATIONSHIPS

· General Public

· Other shooting associations

	SKILLS


· Computer Literacy
· Problem solving
· Attention to detail
· Financial Management
	DUTIES


	Duties
	Responsibilities

	Documentation


	· Maintain accurate and complete documentation relating to:

· Financial records


	Financial
	· Maintain financial control of the Club
· Receives and maintains a complete record of income and expenditure
· Monitor members financial status and advise committee as required of changes
· Receives all incoming monies and banks as soon as practical
· Holds cheque book and signs ALL cheques with one other signatory

· Ensure that financial reports are available, presented and understood at all committee meetings
· Prepares and presents end-of-year financial report at AGM



	Meetings 
	· Collate, prepare and present financial reports at:
· General, Special or Annual General meetings

· As requested by the President, Vice President or Secretary


	Relationships
	· Maintain a good working relationship with:

· Club committee and members

· Aligned financial institution


	Team Work
	· Be committed to working as a member of the club committee
· Transact all business for the Club as directed by the committee

· Undertake all tasks as outlined to the best of ability


	Compliance
	· Be familiar with, demonstrate a commitment to, and comply with all legislation and policy relevant to all activities undertaken in the role.
· Comply with the Range Standing Orders at all times
· Behave in a safe manner and follow all safety procedures at all times
· Report hazards, incidents and injuries/accidents promptly to the Club President, Pistol NZ and NZ Police as appropriate


	Other Tasks
	· Suggest initiatives as appropriate

· Undertake other initiatives as directed by the committee




Porirua Pistol Club (Inc)



Status: Final V1.0 14 May 2009


