
 

Treasurer 
 

What you will do? 
 
The overall brief of the treasurer is to ensure a proper administration of the Club’s finances, 

overview of all financial processes and the management of finance related relationships, e.g. 

banking, audit, investments, debtors and creditors. It is also safeguarding the Club’s reserves and 

assets, ensuring that the Club’s funds are utilised in an effective way for the benefit of the overall 

membership. The treasurer is responsible for ensuring the integrity of the Club’s financial accounts 

and that these give a true and fair view of the Club’s financial affairs. 

The treasurer is accountable to the membership through the Club’s Management Committee and is 

expected to work closely with other core Committee members, in particular the Chairperson. 

The following bullet points provide a list for areas of responsibility and likely tasks. This is not 

intended to be an exhaustive list. 

1. Maintain the accounts for the Club, i.e. book keeping 

2. Report on the finances of the Club to the Committee on a regular basis 

3. Deal with any queries raised by the membership, the Committee members or where 

appropriate from other stakeholders. 

4. Manage the banking relationship, oversee the bank mandate administration, communicate 

with the bank on matters of payments, receipts, mandate, financial regulation, charges, etc. 

5. Recommend on financial policies, implement and enforce once approved by the Committee. 

6. Ensure any statutory and regulatory returns are completed and submitted on a timely basis. 

7. Develop an annual budget, present to the Committee for approval and use this for in year 

monitoring and measuring financial performance. 

8. Raise invoices where needed, collect debt owed to the Club. 

9. Process supplier payments, ensure an adequate supplier payment term. 

10. In view of incoming and outgoing funds, manage the cashflow for an adequate working 

capital, maintaining sufficient cash reserves, in line with the reserves policy. 

11. Report to the Committee for exceptional changes in the finances of the Club and work with 

them to address any issues. 

12. Be available to support other volunteers and members who are involved in the finances of 

the Club, e.g. membership officer, clothing and equipment related purchase and sales, 

fundraising, donations, affiliations and team entries, etc. 

13. Maintain an asset register for the Club’s stock, equipment and other assets. 

14. Overview of any contracts and their financial implications for the Club, e.g. Havebury lease 

for the garage rented. 



15. Prepare the annual accounts, organise an independent audit of the annual accounts, 

manage the audit process. 

16. Present the annual accounts to the members at Annual General Meeting, adopt the 

accounts once approved by members. 

17. Maintain and oversee the Risk Register, ensuring an annual review of the risks faced by the 

Club, recommending on actions to reduce or mitigate those risks. 

18. Other responsibilities that may arise from time to time as a result of Committee decisions. 

 

How much time will it take? 
1-2 hours a week. 
 
 


