                               TREASURER

This is a committee position and it is expected that a Treasurer will
serve for the full year for which they are elected. In practice it is
not uncommon for a treasurer so serve for multiple years, since there is
a fair amount of detailed knowledge, and the handover process can take a some time.

The Treasurer is responsible for, or at least involved in, all financial
activities of the Society. This includes day-to-day administration of
the bank accounts, payment of fees and expenses, settling GST
(bi-annually) and preparing the annual accounts.

The accounts are reviewed annually by a third party, so it it important
that the documentation is robust; the treasurer will typically obtain
invoices, expense forms, GST receipts etc prior to payment of any
outgoings. Bank transactions are set up by the treasurer and then
authorised by a second committee member.

In terms of the workload, the Treasurer typically sees a handful of
transactions each week, although there can be busy times during a
production.

NBS is Repertory's bank and Xero is used for accounting. Training is available if required.
Skills:
· Numerate

· Accurate

· Good at attention to detail

· Understands creating annual accounts and reports

