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	Head office
	101 Walnut Tree Close, Guildford, Surrey GU1 4UQ



	Accountability
	The Board of Trustees


	Overview
	•Maintain an overview of the organisations affairs; contribute to the Governance of the charity.

•To advise & support the Book-keeping & fundraising functions.

	Main duties & responsibilities
Review
	1. Guide & advise the Board in the approval of budgets, statutory management accounts, financial statements, & its financial duties & responsibilities.

2.  Advise the Board on the financial implications of the charity’s strategic plans & the key assumptions included in operational plan & annual budget.

3.  Ensure that the financial systems & procedures, & the resources available are appropriate for the requirements of the charity.

4.  Ensure systems are in place to fulfil all taxation & other related statutory requirements, including the timely submission of all statutory returns: Gift Aid (annually) & VAT Return (quarterly)
5.  Produce the annual forecast/budget, Management & Annual accounts liaising with the CEO & accounting staff on the preparation of these.
6. Present the management accounts to the Board & report on variances with the annual budget.

7.  Maintain a close watch on cash balances, ensuring cash forecasts are realistic & properly compiled to differentiate between restricted & unrestricted funds.

8.  Ensure that systems for producing budgets for specific fundraising projects are sound & faithfully implemented.

10. Liaise with external accounts/auditors in connection with the annual accounts & reporting requirements, & with any significant issues affecting the financial status of the charity.
11. Present the accounts at the AGM & respond to queries.
As with other trustees the Treasurer should use any specific skills, knowledge or experience they have to help the Board reach sound decisions, including:
12. Giving direction to board policy-making 

13. Bringing impartiality & objectivity to decision-making
14. Keep an overview of the organisation's affairs 
15. Using their ability to think creatively 

This role description is an indicator of general areas of responsibility & will be amended in accordance with the changing needs of the organisation in consultation with the post holder.

	
	Remuneration: General allowable “out of pocket” expenses
Tenure: 1 year minimum 
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