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Corryong Football Netball Club Inc. 
Human Resource Management – Executive 
Position Title

Club Treasurer
Position Description (what the position involves)

( Volunteer
(  Permanent
(  Part-time
(  Casual
(  Contract

Responsible To

	The Treasurer is directly responsible to the Committee and members of the Corryong Football Netball Club.


Key Responsibilities and Duties

	- The Treasurer, with approval of the Committee, is responsible for the banking, security of petty cash, the bank accounts, eg: the cheque books and the transfer of money between accounts.
- Present accounts to be paid to the monthly general meeting.

- Prepare the Annual Report for the Auditor each January and when audited present to the Club’s AGM.

- Manage Club investment programs.

- Prepare a budget (with Vice Presidents of football and netball), bring this to the Executive and General Committee, and monitor it carefully.

- Keep the Club’s financial records up-to-date.

- Keep a proper record of all payments and monies received.

- Make sure financial reports are available and understood at all committee meetings.

- Show evidence that money received is banked and documentation provided for all money paid out.

- Ensure that information for an audit is prepared each year.

- Arrange the audit.

- Ensure that all Club personnel (football, netball, social and fundraising committees) operate within the constraints of budget.

- Work with the Membership Officer to bank player and supporter’s registration and membership. 

- Work with the Vice Presidents (football and netball) to make sure that all player payments are administered within the budget.


Specialist Skills and Knowledge Required

- Well organised.
- Able to allocate regular time periods to maintain the books.

- Able to keep good records.

- Able to work in a logical orderly manner.

- Aware of information, which is needed for the annual audit.

- Can maintain confidentiality on relevant matters.

- Has a good working knowledge of the Club constitution.

- Be prepared to adhere to Administrative Code of Behaviour.

- Be willing to undertake a “Working with Children Check”.

Availability

- Attendance and full participation, as appropriate, at Club meetings and functions, including but not limited to:


- Weekend competition days (in particular home games)


- Club functions


- Monthly Committee meetings


- Special Committee meetings


- Annual General Meetings
.


