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Treasurer role descriptor

· To act as custodian of the Club’s finances and ensure that the Club’s finances are managed in a prudent and appropriate manner

· To establish appropriate processes and controls to ensure financial integrity of all club financial transactions

· To produce the annual accounts of MSC on 15th of October in each year and ensure balance sheet and accounts are independently inspected at least once annually

· To distribute the accounts to the Members and present the Treasurer report and accounts at the AGM and answer any questions from Members at the AGM

· To advise the Committee on the financial position of the Club as requested and to act prudently and ensure that reasonable control is kept on expenditure

· To maintain appropriate accounting records and ensure correct allocation of all payments and receipts

· To ensure that appropriate banking arrangements are maintained and manage the Club bank account including: clearing Club invoices in the required timescale by on-line bank transfer or cheque payments, banking all membership monies, training, boat hire and other miscellaneous income, monthly reconciliation of the bank accounts, ensuring sufficient funds are maintained in the Club’s current account to ensure invoices submitted to the Club can be settled in a timely fashion

· To work with the Club Secretary to ensure membership fees are reconciled and processed as expected and to pay any refunds that may be required 

· Administer such insurance policy or policies as may be needed fully to protect the interests and assets of The Club, its Officers and its members

· To give advice and guidance on the Club’s financial position 

· To present to the Committee with recommendations for membership and other fees including youth, school and community groups and boat hire fees

· To prepare and submit invoices on behalf of the Club and ensure invoices are settled by Club debtors
· To work with the Club Secretary to update e-mail lists and contact details as received on the membership forms.
