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	JOB DESCRIPTION

	Job Title:

Finance Manager – Hon Club Treasurer
	Post Number:

	Reporting To: Club Chair
	Date of Issue: November 2011

	OVERALL PURPOSE OF POST:

Responsible for overseeing all aspects of the finances of the Club, by working closely with finance officers of Sections of the Club and others as appropriate, including as follows: 

· Managing income and expenditure for the ‘whole club’ functions (eg insurance; bar; utilities; other expenditure)

· Coordinating the movement of money between accounts and Sections to ensure the smooth operation of the Club’s financial liabilities 

To chair a sub-committee of Section treasurers and the Club Business Manager in order to coordinate the above and provide assurance on the financial management of the Club.


	
	CONTEXT IN WHICH THE ROLE IS TO BE CARRIED OUT



	
	The effective and smooth running of the finances of the Club underpins the sporting activities that are undertaken.

This role involves providing leadership and coordination in the management of all club finances and specifically those associated with ‘whole club’ functions.

 


	
	THIS ROLE IS ACCOUNTABLE FOR:-



	1.
	Managing income and expenditure associated with ‘whole club’ functions.

	2.
	Ensuring that adequate records are kept regarding the clubs financial transactions 

	3.
	Managing the clubs cash flow and maintain a working level of petty cash 

	4.
	Meeting legal and other requirements associated with the organisational status of the Club. 

	5.
	Coordinating the activities of Section treasurers so that the total assets of the Club are used to best effect.

	6.
	Providing monthly reports to the Club Management Committee on the financial state of the Club.

	7.
	Coordinating the production of an Annual Report on the Club finances for the AGM.

	8.
	Coordinating the production of an annual Finance and Budget Plan for the Club and its constituent Sections / Functions.


DATE ISSUED   November 2011
TERMS: 

The term of office is 1 year, with elections due at the AGM (normally in November).  
You will need access to IT equipment and printer.   
The post is unpaid although receipted expenses may be reimbursed. 
TIME COMMITMENT: 
Approximately 3-4 hours per week

	PERSON SPECIFICATION

	Job Title: 
Finance Manager – Hon Club Treasurer 
	Date Prepared: November 2011



	Attributes


	Essential


	Desirable



	General & personal qualities

	· well organised

· able to plan ahead

· good communicator – spoken and written word

· able to delegate

· leadership skills

· able to motivate others

· self-motivated

· willing to make spending  decisions where necessary
	


	Experience


	· handling money and financial transactions
	· book keeping / accountancy / banking / business experience 


	Knowledge / Skills and Abilities
	· high level of numeracy 
· IT skills – able to use appropriate software

· report writing skills
· able to chair meetings effectively 

 
	

	Other
	
	


CLUB MARK is the Sport England mark of high quality junior clubs











