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	Position Description

Treasurer


Position overview

The Treasurer must be affiliated to Archery New Zealand and as the chief financial management officer for Archery New Zealand has overall responsibility for Archery New Zealand’s financial administration.  Ideally, the Treasurer should have a background in accounting / finance.
Responsible To
The Treasurer is directly responsible to the President of Archery New Zealand, the Board and members of the Association.

In the event of the establishment of a Finance Committee the Treasurer would act as Chairperson.

Tenure

2 years after election at AGM (odd years)

Responsibilities and Duties

The Treasurer is: 

· An Executive member of the Board
· Responsible for maintaining current Archery NZ’s financial records including all bank accounts and returns to the Inland Revenue.

· Responsible for the timely settlement of all dues and payments by Archery NZ and as authorised by the Board.

· Responsible for the preparation and submission of financial reports  to the Board at monthly intervals and to Board meetings including, where appropriate, evidence that money received has been banked and any relevant documentation for money paid out

· Required to prepare annual financial statements together with all necessary supporting documentation for the annual audit.

· To attend Archery NZ Board Meetings

· Responsible for the preparation of a proposed budget for the following year and presentation of this to the AGM for member approval

Deliverables
· Evaluate personal performance annually reporting to the Board of Archery New Zealand and endeavour to facilitate succession of own position if applicable
· Review own position description to ensure accuracy and submit potential changes to the Executive Committee
Person Profile

Ideally the Treasurer is someone who is:

· Knowledgeable regarding accountancy processes

· Experienced in the use of electronic accountancy programmes

· Able to prepare monthly management accounts for the Board of Archery NZ

· Experienced in the requirements of annual audit.

· Well organised

· Able to allocate adequate time to the maintenance, in good order, of the financial records.
· Able to work in a logical orderly manner
Estimated Time Commitment Required & Period of Appointment 

The estimated time commitment required as the Treasurer of Archery New Zealand is 3 hours per week on average over the year although at times, such as the preparation for the annual audit, may be greater.

Voting



One vote for decisions
Delegations
Authorisation of payments on behalf of Archery NZ alongside one other Executive member
Authorised to approve posting of financial information onto the ArcheryNZ website
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