Walkley Primary School Council

Treasurer’s Role
The Treasurer’s job essentially is to keep accounts of the council’s income and expenditure. At each meeting the Treasurer makes a report on the financial situation. She or he is centrally involved in any fund-raising efforts, and is responsible for keeping records of this and all other income. The Treasurer is also responsible for ordering anything that the council decides to buy, checking orders as they come in, ensuring that invoices are settled correctly, and keeping records of this and all other expenditure. A good Treasurer will therefore need to be all of the following:

· competent in maths;

· trained in record-keeping;

· honest and reliable;

· sensible and mature;

· keen on obtaining bargains.

Job Description

1. Keeping accounts

The Treasurer is responsible for keeping detailed and accurate records of the money received and spent by the council. A good understanding of maths is absolutely essential.

2. During the meeting

During council meetings, the Treasurer makes a detailed report on the state of the council’s finances, distributing copies of the accounts and explaining any changes in the financial situation since the last meeting. The Treasurer also has to take note of any plans that are made during the meeting to spend or raise money at some future date. 

3. After the meeting

If a decision is made to spend money, for example on playground equipment, then the Treasurer is responsible for obtaining the best price for this equipment and ordering it. When the ordered equipment arrives, the Treasurer checks that the order is correct, arranges for settlement of the invoice, and enters the transaction into the accounts. If there are any fund-raising events in the near future, then the Treasurer will be responsible for collecting in the money, counting it, ensuring that any cash is banked or otherwise kept safely, and updating the accounts.
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