           Assistance League® of the Triangle Area

                      POSITION DESCRIPTION

Title of Position:      Treasurer

Brief Statement of Chief Objective(s) of Position: 

To serve as chief financial officer of the corporation

Identify Specific Tasks of this Position:

Be responsible for the collection and disbursement of funds

Be responsible for the financial records of the corporation

Be authorized to sign checks with President, President-Elect and V. P. Membership

In conjunction with the President, record the contents of the safety deposit box and report to the Board at the first meeting of the fiscal year

Keep an account of receipts and expenditures and make a written monthly report to the Board and membership

Establish and maintain a procedure book

Serve as a member of the Finance Committee

Serve as liaison to Inventory Appointive Standing Committee Chair to be certain appropriate items are included in the chapter’s inventory each year
Submit to the national office per capita dues to arrive at the national office on or before June 1 and send updates as needed

Responsible for filing of required tax forms and annual financial review
Submit to the national office within four and one-half (4 ½) months following the end of the fiscal year, the required documents, in compliance with “National Policies for Chapters”

Submit articles to Monday Updates, the chapter newsletter and Community Link, as needed

Responsible for the ongoing process of identifying records which have met the required retention period and oversee their destruction

Provide incoming Treasurer with a current procedure book prior to Board and Appointive Standing Committee Chairs training

Attend Board Meetings




Yes

 


Present Monthly Reports at Board Meetings

Yes

 

Present Monthly Reports at Regular Meetings  
Yes

 
 

Completion of Annual Report



Yes


Obtain Annual Reports from Finance Committee and Inventory and submit all to President; place one copy in the Treasurer’s procedure book



Identify Position that Supervises/Directs this Position’s Activities:

President 
List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Financial and budgeting skills 

Communication skills

Well organized

Date of Completion 

1/12


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

