FOREST CREEK WOMAN’S CLUB

BOARD MEMBER JOB DESCRIPTION

TREASURER:

1. She shall attend all board meetings and general meetings.


2. She shall be responsible for working with the president in preparing the budget at the beginning of her term of office.


3. She shall see that the proposed budget is presented at the first board meeting, published in the first newsletter of the year and a copy sent to Technology team to post on webpage.

4. She shall send a monthly treasurer’s report to Technology team to be post on website prior to the board meeting each month and to the 3rd Vice-President to be published in the monthly newsletter.

5. She shall keep an accurate record of Club expenditures, and all bills, contracts and financial encumbrances for the Club shall be her responsibility.


6. She shall reconcile the bank statement monthly.


7. She shall pay all bills and obtain a signature of account number from the person who needs a bill paid.


8. She shall participate in auditing the Club’s records during the summer along with outgoing Treasurer and incoming President.


9. She shall obtain and prepare change of signature forms from the bank at the end of her term of office.

10. She shall operate within the board-approved budget.  She shall obtain board approval for any additional monies needed.

11. She shall have an email address and be able to correspond via email.

12. She shall have basic computer skills, and be able to navigate the FCWC website and obtain information and print from the FCWC website as well.
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