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Role: Treasurer 

Responsible to: Committee of Trustees 

Responsible for: No-one, although works closely with the Playgroup Manager and Administrator 

Purpose: To work as part of a team with the other Trustees and employees to ensure the 

effective management and administration of the charity in line with the 

charity’s constitution, policies, procedures and relevant legislation.  To support 

the successful administration of the charity’s finances. 

 

Main tasks 

 To act in the best interests of the charity in all respects and to contribute to the successful 

leadership of the charity in line with the general Trustee roles and responsibilities. 

 To oversee the implementation of the charity’s financial systems, ensuring that financial 

records are accurately maintained and updated, that effective financial controls are in place 

and that the Trustees are kept informed of the financial position of the charity. 

 To monitor the suitability of the charity’s banking arrangements and to maintain the charity’s 

bank accounts and online banking access, updating the list of signatories as required and as 

approved by the Trustees. 

 To take responsibility for ensuring that all bills, receipts and payments are made promptly and 

authorised in line with the charity’s financial procedures. 

 To oversee the management of staff payroll and staff and volunteers’ expenses. 

 To support the preparation of the Trustees’ Annual Report and Accounts each year. 

 To contribute to the timely filing of all statutory forms and documents for the charity. 

 To undertake reasonable duties in accordance with the charity’s business plan and objectives.  

 

More specifically, typical tasks are: 

Weekly 

 To review and authorise any BACS transactions required from the bank account. 

 To review and authorise requests for payments and cash (e.g. for event floats, petty cash) and, 

as required, prepare cheques for counter-signing. 

 To check if there are any other matters arising for Treasurer consideration. 

Monthly 

 To communicate with the Administrator and / or Manager to check on the status of fee 

collections against invoices. 

 To analyse the financial summary prepared by the Administrator, ready for presentation at the 

Trustee Committee meeting. 

 To review the payroll reports provided by the Administrator, perform a sense check of these 

and authorise the bank payments accordingly. 

Ad-hoc / as required 

 To support fundraising events and, where able, to help cash up at the end, record amounts 

raised and ensure banked on a timely basis. 
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 To prepare, in conjunction with the Fundraising Co-ordinator, a summary of the financial 

results of individual events to enable more focussed efforts in subsequent events. 

 To communicate with debtors who have failed to respond to fee reminders or have defaulted 

on a payment plan, and to initiate small claims court proceedings where necessary for ongoing 

unpaid debts. 

Annual 

 To prepare a Treasurer’s report for the AGM summarising the financials for the year. 

 To review the annual financial statements, comprising: 

 Income & Expenditure 

 Assets & Liabilities 

 files of supporting paperwork (including electronic files) 

 Charity Commission “Receipts and payments accounts (CC16a)” (or equivalent) 

 To liaise with the Independent Examiner as required in connection with the examination of the 

charity’s accounts. 

 To support the preparation of the Trustees Annual Report (TAR) for submission to the Charity 

Commission. 

 To ensure annual payroll reporting has been completed and submitted by the Administrator. 

 


