TREASURER

Position Summary:

Act as financial officer and advisor to chapter board of directors.  Maintains the chapter mailbox and distributes mail to the appropriate officer, director, or chair.  Send dues notices and other invoices to members. Maintain chapter financial records.  File appropriate forms and information with IRS.
Responsible To: 

The members of the chapter

The chapter president 

Responsibilities: 

· Fulfill the role of financial officer and advisor

· Prepare/maintain chapter financial records including budget and P&L

· Prepare & File Chapters IRS form 990 by May 15th for the preceding year

· Prepare & File Chapters NJ Annual Report by May 15th
· Collect & Review all mail received by the chapter in the PO Box.  Distribute accordingly
· The treasurer, as an elected officer of the chapter, is a responsible member of the chapter's board of directors and must take part in discussion and action on all business of the chapter. As financial advisor of the chapter, the treasurer must be in a position to assess the financial implications of proposed actions by the board of directors and inform the committee prior to final decisions being made. Also, the treasurer must observe the financial direction of the chapter, recognize possible financial problems, and bring such problems to the attention of the board of directors for action.

· Present, review & advise chapter’s board of directors current financial position of the chapter
· The treasurer shall receive, hold, and safeguard in the capacity of trustee and financial agent, all funds for the chapter.

· Insure all fees have been received from attendees at monthly/special events

· Make all bank deposits as required

· Reconcile all Credit Card accounts

· Reconcile all bank accounts monthly

· The treasurer shall disburse such funds only for normal and usual uses unless the chapter's board of directors shall otherwise direct. 

· Submit payments for approved chapter expenses

· Participate in the development and implementation of short-term and long-term strategic planning for the chapter.

· Lead annual budget process in conjunction with annual goals & objectives

· Represent the chapter in the human resources community.

· Attend all monthly membership meetings.

· Prior to meeting, review attendance and validate payments

· Insure all materials are ready for registration table

· Credit Card reader

· Change available

· Registration sheet

· Receipts

· Obtain gift card for speaker

· At Registration

· Insure payment from all guests

· Issue proper receipts as requested

· Safeguard chapter assets

· Post Meeting

· Pay venue

· Reconcile all payments to registration sheet

· Bill guests/no show’s as needed

· Email membership attendee list / no shows

· Record all transactions in financial software
· Attend Board meetings

· Prepare & present financial statements

· Present proposed annual budget to board for approval

