
[image: image1.jpg]E(cc

synchronisedQ
A~
swimming5





TREASURER
Role Descriptor
PURPOSE
To support the Club by effective and proper management of income and expenditure, and by preparation of accounting information to support decision making.

MAIN FUNCTIONS AND DUTIES
· Responsible for the club finances 

· Deal efficiently and effectively with all income and expenditure 

· Keep up to date records of all financial transactions
· To collect monies for special events/club clothing/gradings/competitions as required

· Ensure that funds are spent properly 

· Issue receipts and record all monies received 

· Attend committee meetings and present the budget report 

· Prepare the end of year accounts to present to the auditors and AGM 

· Plan the annual budget in agreement with the committee plan
· Monitor the budget throughout the year
· Register any new members with Scottish Swimming within 28 days of joining the club

· Collect and record club fees

· Complete online all required membership information 

· Annual Renewals – collect annual fees and re-register all members online by the 1st April

· Support the secretary with GDPR guidelines and adhere to these
SKILLS / ATTRIBUTES

· Good organisation and communication skills

· Reliable & trustworthy

· Ability to keep records
· Confident when dealing with figures and money
REQUIREMENTS
· Financial experience
· Be a member of Scottish Swimming

· Sign and adhere to the Club’s Volunteer Code of Conduct

· Attend appropriate training
TRAINING AND SUPPORT
· Child Wellbeing and Protection in Sport Workshop (renewable every 3 years)
TIME COMMITMENT
Time commitment can vary dependant on size and nature of club, and events attending.

