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TREASURER
 POSITION DESCRIPTION
Esperance Soccer Association (Inc)

	Position title
	Treasurer

	Committee portfolio / area
	Finance

	Reports to
	Esperance Soccer Association Committee

	Term of appointment
	TBA

	Date approved
	TBA



1. Position Purpose
The Treasurer is an office holder of the Esperance Soccer Association (ESA) Committee. The Treasurer manages the Association’s finances in accordance with the Model Rules and applicable legislation, so that money is properly received, recorded, banked and spent, the Committee has accurate financial information for decision-making, and members receive the required financial reports. Spending decisions are made by the Committee; the Treasurer ensures they are carried out and recorded correctly.
2. Key Responsibilities
· Receive, bank and record all money paid to the Association.
· Make payments authorised by the Committee, following the Association’s approval and signatory requirements.
· Keep accurate financial records in accordance with the Model Rules and applicable legislation.
· Prepare and present regular financial reports to the Committee and the annual financial statements to the AGM.
· Prepare and monitor the annual budget with the Committee.
· Support the Committee in meeting its financial and compliance obligations.
3. Duties and Tasks
Income and Banking
· Receive money paid to the Association, including registration fees, canteen and event takings, sponsorship, grants and donations.
· Issue receipts where required and bank money promptly into the Association’s account.
· Reconcile registration fee income with the Registrar.
· Follow up outstanding payments and debts owed to the Association.
Payments
· Pay accounts authorised by the Committee, ensuring each payment has the required approval and supporting documentation.
· Ensure payments are made with the number of authorised signatories or approvers required by the Model Rules and Association policy.
· Process volunteer reimbursements on receipt of valid receipts.
· Pay regular commitments on time, such as Football West fees, insurance, ground hire and utilities.
Financial Records
· Keep up-to-date records of all income and expenditure, with supporting invoices, receipts and bank statements.
· Reconcile the Association’s bank accounts monthly.
· Keep financial records secure and available for inspection by authorised people, and retain them for the period required by law.
· Maintain a register of Association assets and equipment, with help from other Committee members.
Reporting and Budgeting
· Present a financial report at each Committee meeting, including bank balances, income and expenditure and any issues.
· Prepare a draft annual budget with the Committee and monitor actual results against it.
· Prepare the annual financial statements and present them to members at the AGM.
· Arrange a review or audit of the accounts if required by law, the Model Rules, members or a funding body.
Compliance, Grants and Insurance
· Ensure the Association meets its financial obligations, including any required lodgements with government bodies (for example, GST if registered).
· Assist with grant applications and the financial acquittal of grants received.
· Help ensure the Association holds appropriate insurance and that premiums are paid.
· Advise the Committee on financial risks and recommend financial controls and procedures.
4. Meetings and Time Commitment
The Treasurer attends Committee meetings, the AGM and any Special General Meetings, and completes financial work between meetings, such as banking, payments and reconciliations. The workload increases during the registration period at the start of the season, and at the end of the financial year when the annual statements are prepared for the AGM.
5. Skills, Experience and Attributes
· Good numeracy and attention to detail.
· Basic bookkeeping knowledge, or willingness to learn.
· Honesty, reliability and the ability to handle confidential information appropriately.
· Confidence using online banking, spreadsheets or accounting software.
· Ability to explain financial information clearly to the Committee and members.
· A current Working With Children Check (or willingness to obtain one), where required.
· Previous bookkeeping, accounting or treasurer experience is desirable but not essential.
6. Authority and Decision-Making
The Treasurer manages routine financial administration within the budget and any directions from the Committee, but does not approve spending, enter into financial commitments or change financial arrangements without Committee authorisation. The Treasurer cannot authorise a payment alone and should not approve payments to themselves. Significant financial matters, unbudgeted spending and any suspected irregularities must be referred to the President or Committee.
7. Key Relationships
· President, Executive and Committee members.
· Registrar, for registration fee income and member payments.
· Canteen, events and sponsorship coordinators, and volunteers seeking reimbursement.
· Bank, auditor or reviewer, Football West, suppliers, sponsors and grant bodies.
8. Handover
When leaving the role, the Treasurer must promptly hand over all financial records, bank statements, receipts, budgets, outstanding payments and debts, and access to accounting software and electronic folders, and arrange for bank signatory and online banking access to be updated, to the incoming Treasurer or an appropriate Committee member.
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