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Board of Directors - Treasurer Job Description

(DCGLT)

Position:

Treasurer

Authority:

The Treasurer governs the finances of the Land Trust. As a financial officer any advice given by the Treasurer on any financial matter is highly regarded by the Board of Directors. The Treasurer has signing authority on all cheques and other documentation. The Treasurer has authority to keep all financial records at his or her domain. 

Responsibilities:
The Treasurer is directly accountable to the Board of Directors and indirectly accountable to all members of the Trust. The Treasurer’s roles are to:

· Serve on the Board of Directors

· Give regular reports to the Board on the financial state of the Trust

· Keep financial reports on file

· Chair the Finance Committee (if committee exists)

· Orient the new Treasurer

· Act as a signing officer for cheques and other documents

· Responsible for the accounting of the Land Trust’s funds, budget and expenditures.

Requirements:
The Treasurer is expected to attend, at the minimum, one monthly board meeting (usually every 3rd Wednesday of the month at 7pm). An additional meeting or two may be required if a Finance Committee is established. All financial records should be made accessible at any time for review to all members of the DCGLT.  The Treasurer’s membership fees ($10 per year) must also be up to date.

Term:


An officer serves one term, upon election. One term is the time between Annual General Meetings (usually one year). An election may be by acclamation or ballot. Separate elections must be held for each office to be filled. All Directors must retire from office at each Annual General Meeting when their successors are elected. A retiring Director may seek re-election. If a successor is not elected, the person previously elected / appointed continues to hold office. If the Treasurer resigns, the remaining Directors must appoint a member to take the place of the former officer. 

Qualifications & Skills:
The preferred skills and knowledge of a Treasurer include… 

· Direct financial experience and/or education

· Experience with budgeting & fiscal control,

· Book keeping & accounting,

· File management and organization,

· Problem solving skills,

· Communication skills (verbal and written) and

· To be able to act independently and as part of a team

General Duties:
The general duties of the Treasurer are to….

· Deal with the day-to-day financial affairs of the Trust

· Keep full and accurate accounts of all DCGLT’s receipts and disbursements

· Receive and bank all monies due to the Trust

· Disburse all monies as directed by the Board

· Prepare and monitor overall budget with the Finance Committee (if one exists). 

· Prepare program  budgets with Program Coordinator / Committee

· Submit Employment Insurance (EI) and Canada Pension Plan (CPP) payments to Revenue Canada for all paid staff. 

· Look after all other payroll duties (i.e. salary disbursements, receipts, etc…) 

· File necessary financial reports, tax reports and audits

· Look after hiring professional accountants, when necessary, for yearly audits.

Evaluation:

Each officer will have a chance during his or her term to submit a self-assessment form. This form will help describe some of the successes and failures of the officer’s term. It will provide information to the Trust informing the Board of Directors of our strengths and weaknesses. It will identify areas that need improvement and allow us to recognize the areas in which we excelled. Evaluation of the Board of Directors is an important tool for Board development strategies.

Benefits:
What benefits can the DCGLT Board of Directors - Treasurer expect to receive?

· Career development

· Ability to use your expertise and skills in the area of finance

· Satisfaction of making a difference in the community and the environment

· Opportunity to work with individuals of diverse backgrounds

· Development of effective decision-making skills

· Increased understanding of group dynamics and relationships 

Approved Date:
The Treasurer’s job description has been approved on **/**/1999 and will be reviewed yearly (corresponding to the AGM).
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