Job Description – XYZ Community Housing Co-operative Inc.
Treasurer
	Reports to
	· Management Committee Meetings

· Annual General Meeting


	Key links to Co-ops Rules, Bylaws and Policies


	· Co-operative’s Rules, Bylaws and Policies, especially Governance and Management Policies


	Key responsibilities
	· Managing the financial transactions of the Co-operative

· Development of the Co-operative’s Annual Budget

· Monitoring and reporting on income and expenditure to the members and CPG

· Maintenance of records

· Liaising as with the Financial Services Provider as required

· Arranging the annual audit

· Taking action as required by the Rules and Policies



	Key tasks


	· Comply with the XYZ CO-op Inc.’s Rules, By-Laws and Policies
· Stay up-to-date with changes to Housing SA, Community Partnerships administrative policies and requirements

· Submit the Annual Budget to Housing SA, Community Partnerships each September

· Liaise with other officers (including the Maintenance Officer and Tenancy Officer) re other financial matters

· Liaise with the Maintenance Sub-Committee re the Summary Maintenance Plan due each September

· Receive, bank and pay out monies as directed by the Co-operative in accordance with the policies
· Manage investments as directed by the Management Committee

· Recommend changes to the Co-operative’s Rules or Policies relating to financial management
· Recommend improvements to the Co-operative’s governance Policies relating to financial management
· Make improvements to the Co-operative’s operational procedures relating to financial management
· Arrange for the annual audit

· Report to each Management Committee meeting
· Present the Treasurer’s Report at the Annual General Meeting

· 

	Key dates
	· Management Committee Meetings
· Submission of Annual Budget to CPG

· Submission of Summary Maintenance Plan to CPG

· Annual Audit
· Annual General Meeting


	Hours required
	· 

	Knowledge & skills required
	· Knowledge of the Community Housing legislation
· Broad understanding of all the Co-operative’s Rules, By-Laws and Policies 
· Detailed understanding of the Co-operative’s Governance and Management Policies 
· Understanding of the Co-operative’s Organisational Structure
· Broad understanding of all the Office Bearers and Coordinator’s Job Descriptions

· Understanding of the Agreement with the Financial Services Provider

· Good administrative skills

· Understanding of how to read financial reports
· Reliable, pays attentions to detail and able to follow through.


	Minimum Training requirements
	· CPG’s Good Governance training
· CPG’s Role of the Office Bearers and Coordinators
· CPG’s Financial Management training


	Other requirements
	· Ready access to the CPG website
· Subscription to CPG e-bulletins
· Ready access to a computer with appropriate software


	Delegated authorities
	· Approve payments in accordance with budget allocations and policies


	Other
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