
 

 

 
 

Treasurer Job Description 

The Treasurer is responsible for providing financial transparency and accountability to the 

committee and ensuring that processes and reporting requirements are met openly and with 

accountability. 

 

Responsibility and duties: 

The Treasurer should: 

 Ensure that all finances are managed appropriately and that sufficient funds are available at 

all times to support the club’s liabilities. 

 Prepare an annual budget and monitor actual against budget monthly. 

 Work closely with the Office Manager to ensure all revenue is collected in a timely manner 

(the Office Manager is responsible for invoicing, issuing receipts and recording all money 

received). 

 Work closely with the Office Manager to ensure all invoices and bills are dealt with efficiently 

and effectively, ensuring that funds are spent properly and coded in MYOB correctly. 

 Complete a monthly MYOB audit of all account coding to ensure all purchases etc are coded 

correctly. 

 Work with the Office Manager who prepares the fortnightly payroll payment ready for 

payment and be familiar with Pay Day Filing process.  

 Prepare end of year holiday payments for all staff.  

 Keep up-to-date records of all the financial transactions (online and paper). 

 Provide regular financial statements to the committee and providing explanations and 

recommendations where required. 

 Prepare the end of year accounts/financial report for auditors and AGM. 

 Ensure the annual audit process is undertaken in a timely manner according to legal 

requirements. 

 The treasurer must be available to fill in for the office manager when absent, on holiday, 

sick or otherwise to complete wages and IRD filing.  As we do not run an online payroll 

system this would mean being on site. 
 

 

Knowledge and Skills required: 

Ideally the Treasurer is someone who: 

 Can communicate effectively. 

 Has a good knowledge of accounting practices. 

 Is well organized and works in a logical orderly manner. 

 Is able to allocate regular time periods to maintain books. 

 Is able to keep good records and is familiar with MYOB.  



 

 

 Is confident with GST, PAYE and Pay Day Filing with IRD. 

 Has good knowledge of financial obligations of an Incorporated Society. 

 Is confident with Charities Commission filing.  

 Has HR experience and familiarity with New Zealand employment law  

 Is confident with handling figures and money. 

 

 

Time commitment: 

The estimated time commitment required of the Treasurer is 1-2 hours per week by way of 

telephone calls, email and regular catch up meetings with Office Manager.   

 

Attend monthly meetings 2-3 hours per month.  

 

 


