ROLE DESCRIPTION – COUNTY TREASURER

· Liaise closely with Chair of Finance, County Administrator and County Commissioner over all financial matters. 

· Member of the Finance Committee, updating the team on all aspects of office finance.

· Member of the Office Team.

· Team meeting with other Office Staff members, at least once a term, to get information that is relevant to the office.

· Liaise with County advisers and coordinators about accounts prior to, during. and following events.

· Collating Unit accounts from Divisions and advising County Commissioner to send letters as appropriate to units that have not submitted accounts


· Checking incoming invoices. Setting up payments online to be authorised by other signatories (Office Administrator, Chair of Finance, County Commissioner)

· Sending out cheques/payments and keeping up-to-date on county, programme and international events, to enable the budgets to be monitored and the correct elements to be paid in a timely manner

· Paying in cheques via online app and taking cash to bank

· Entering all transactions onto Xero and setting up reports and reconciling with bank accounts(s)


· Payroll setting up and arranging payment to staff members, National Insurance and Tax

To carry out duties, not detailed, however maybe requested by the County Commissioner from time to time, to ensure the smooth operation of Girlguiding Worcestershire.  These will include:-
Prioritising tasks and competently manage workload
Ensuring prompt and courteous response to enquiries
Maintain confidentiality, as appropriate

