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ROLE DESCRIPTION 

Role Treasurer 
About The Treasurer is responsible for the financial management, reporting, and 

protection of the Club’s funds and assets. The role ensures sound financial 
governance, transparency, and compliance with all statutory and reporting 
obligations 

Key Roles & 
Responsibilities 

• Prepare annual budgets in consultation with the Committee. 
• Maintain accurate records of all income, expenditure, and cash flow. 
• Provide regular financial reports to the Committee and present 

accounts at the AGM. 
• Control Club bank accounts, online banking access, and authorised 

signatories. 
• Ensure all approved payments are made promptly and accurately. 
• Oversee invoicing, debt collection, and reconciliation of registration 

payments. 
• Submit required financial returns to government agencies and 

regulators as required. 
• Prepare financial records for audit and assist the auditor as required. 
• Acquit grant funding and ensure funds are used in accordance with 

conditions. 
• Implement financial controls that protect the Club and its 

volunteers. 
Desired Skills, 
Attributes & 
Knowledge 

• Financial literacy and understanding of basic accounting principles. 
• High level of integrity, honesty, and attention to detail. 
• Ability to maintain clear and systematic financial records. 
• Confidence in using online banking and accounting tools. 
• Holds, or is willing to obtain, a current Working with Children Check 

End Of Year Hand 
Over 

• Complete a formal handover of all accounts, records, and financial 
documentation. 

• Arrange transfer of bank signatories and system access. 
• Support induction of the incoming Treasurer. 
• Ensure continuity of financial reporting and audit processes. 

 


