EXETER COMMUNITY INITIATIVES

ROLE DESCRIPTION FOR TREASURER

Overall Role:

To be responsible to (and with) the ECI Council for the overall financial management of the charity, and to support and liaise with the Executive Director, Finance and Admin Manager (FAM) and other staff and committee members with financial responsibilities. 

Particular Tasks:

1. 
To attend quarterly meetings of the ECI Council to present financial reports on behalf of the Resources and Executive Group, advise on financial issues at these meetings, and contribute to wider decision-making as appropriate.

2.  
To attend quarterly meetings of the ECI Resources and Executive Group to present financial reports, advise on financial issues at these meetings, and contribute to wider decision-making as appropriate.

3.  
To work with the Executive Director, FAM and project committee members with financial responsibility to develop draft budgets for approval by the Resources and Executive Group.

4.  
To meet regularly with the FAM to receive and monitor draft financial reports and budget monitoring to committees and funders; ensure a co-ordinated approach to the provision of financial information throughout the organisation; and provide on-going support and advice as required.

5.  
To liaise with project committee members with financial responsibility to ensure that projects are providing appropriate financial information to the Resources and Executive Group.

6.
To give advice in the development of appropriate financial systems and other financial issues for new projects.

7.  
To support the FAM in preparing the annual accounts for external audit, and other statutory returns as necessary.

8.  
To support staff in ensuring that the organisation complies with all legal requirements in relation to financial issues e.g. stakeholder pensions, minimum wage etc.

9.
To authorise cheque payments and orders, ensuring financial procedures are adhered to.

Skills, Knowledge and Experience Required:

Essential

1.  Experience of financial management at a senior level within an organisation.

2.  Ability to communicate financial information clearly and effectively to those who are not financially-literate.

3.  Previous experience of working with Committees.

4.  Committed to the aims, ethos and policies of the organisation.

5.  Ability to support and encourage staff and volunteers, and work effectively with a range of people.

6.
Ability to maintain appropriate confidentiality.

Desirable

7.  Knowledge of legal and charity commission requirements of charities in relation to financial issues e.g. SORP.

8.  Familiarity with IT-based book-keeping packages.

9.  Experience of financial reporting requirements of statutory and other funding bodies.

10.
Formal financial qualification.

11.
Previous experience of the voluntary sector at Committee or staffing level.

Time Commitment Involved:

An average minimum of about seven hours or one day per month, although the work-load would not be evenly distributed throughout the year.

