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Treasurer’s role 

Overall 

The Treasurer’s role is to oversee the financial procedures of the organisation, ensuring that a true and 
accurate financial position is provided to the Management Committee and members.  The position 
advises and makes recommendations to safeguard the organisation’s financial health. Through 
effective management of the organisation’s finances and reporting system, the Treasurer enables the 
Management Committee to make informed decisions regarding strategic direction and resourcing.  

Specifically 

- Serve on the Executive and Management Committees  

- Ensure accurate records are kept and effective financial procedures and controls are in place 

- Prepare budgets, in consultation with the Management Committee, to reflect income and 
expenditure for presentation at the first meeting after the Annual General Meeting   

- Ensure that expenditure is made in accordance with the Constitution and approve any 
expenditure over $100 for The Women’s Shed 

- Make sure that the Management Committee approves or ratifies all payments made and 
records details of these payments in the Minutes 

- Maintain and oversee petty cash 

- Keep and maintain an asset register for the association 

- Organise the annual review of financial records 

- Report monthly to the Management Committee 

- Ensure all reporting/taxation commitments are met by The Coolum Women’s Shed 

- Liaise with all creditors and debtors 

Qualities and skills 

- Passionate about the Coolum Women’s Shed, with a desire to see it thrive and grow 

- Knowledge of bookkeeping and financial management 

- Knowledge and experience in computer and internet use 

- Ability to communicate clearly 

Accountability 

Reports to members and other members of the Management Committee 

Anticipated workload 

Regular bookkeeping and preparation of monthly reports, attendance and follow up of meetings, 
estimate 6 to 8 hours per month 
 
 
Coolum Women’s Shed contact: President, Vice President, Treasurer, Secretary  

Management Committee: coolumwomensshed@gmail.com 
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