Group Treasurer Job Description

1 – Maintain accurate records of all income and expenditure in the electronic cashbook. 
2 – Keep paperwork evidence of transactions in and out and receipts, when required, of payments made.
3 – Make electronic payments of outgoings as required and have these checked by an authorised person.
4 – Issue cheques for payments if unable to be done electronically and have cheques countersigned by an authorised person.
5 – Ensure that income and expenditure is in line with policies, procedures and Ramblers aims.
6 – Check accounts are balanced each month on receipt of bank statements.
7 – Keep a separate record of cash transactions together with a breakdown of cash in hand.
8 – Present an update of the group’s financial position to the committee at each meeting.
9 – Prepare the annual budget for the Area Treasurer in early July each year.
10 – Prepare formal Annual Accounts and statements of Income and Expenditure each year after the end of the financial year on 30 September, for audit purposes. 
11 – Meet deadline dates, as requested by Area Treasurer, for both budget submission and Annual Accounts.
N.B. Items highlighted in red indicate specific times for the task. All other items are on a day to day basis.


