


DRAFT
SCRUB OAK SCRAMBLERS, INC.            
Job Description 
Club Treasurer 

Description of Duties:

				The Treasurer is elected by the majority vote of the club body attending the April meeting. The Treasurer is then an automatic member of the Clubs Board of Directors. The Treasurer shall report to the club’s general assembly of membership. The Treasurer shall keep all club financial records, Keep the club financial accounts, have charge of said accounts, keep them in a financial institution as directed and approved by the BOD and discharge all other financial duties contained in the club by-laws or as directed by the board of directors. The treasurer shall make disbursement and deposits as directed by the BOD and provide financial statements for each meeting. His or her alternate shall make disbursement and deposits as directed by the BOD and provide financial statements for each meeting in the absence of the treasurer. 

Reference: Current By-Laws 

Proposed Duties:

Elected by majority vote of the club body attending the April general business meeting. 
· Automatically a member of the Board of Directors
· Shall Report to the Club Body
· Must be an active current club member
· Familiarize yourself with the SOSSC Bylaws
· Familiarize yourself with Roberts Rules of Business
· Sign a volunteer immunity form
· Shall attend and meetings of the BOD, Finance, & General Membership
· Shall attend county NHSA meetings as requested by the president and or BOD
· Shall maintain club financial records
· Shall pay club bills as authorized the club, & BOD
· Shall provide a financial report of all expenditures & income at each club meeting with corresponding receipts and moneys owed to the club
· Shall provide documents to the CPA approved by the BOD for the previous year’s taxes. Fiscal year to be outlined in the club’s by-laws
· Shall provide fiscal year documentation to the financial committee for review annually. 
· Shall keep all moneys in a bank approved by the BOD and in the legal name of the club
· Shall assist the Trail Administrator with financial information needed to write grants and perform their duties
· Will assume and carry out any duties as directed by the BOD
· Shall provide cash transaction forms, bank deposit bags, and financial forms as requested 



