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Round Table on Information Access for People with Print Disabilities Inc. 

Job Description: Treasurer
The following outlines the duties expected of the person holding the position of Treasurer, Round Table on Information Access for People with Print Disabilities Inc. In addition to the specific duties of this position the Treasurer is also expected to share in the general duties required of all Executive Committee members. General Executive Committee Member duties are included, for convenience, at the end of this document.

Specific Position Duties

Note: Any of the duties below may be delegated to the Administration Officer however it is the responsibility of the Treasurer to ensure that they have been carried out.

· Receipt all income regularly.
· Bank all income regularly.
· Check bank statements against receipts and payments.
· Pay all accounts. Where a reimbursement is to be made, this should only be done on presentation of receipts documenting the expenses which have been incurred by the claimee.
· Keep accounts up to date. 

· Issue membership reminders at the last quarter of the preceding financial year. 
· Follow-up on outstanding membership fees in the first quarter of each Round Table financial year 

· Prepare the Statement of Income and Expenditure, in compliance with Statutory Requirements. 

· Liaise with the Round Table Auditor.
· Prepare an Annual Financial Report for the Annual General Meeting.
· Manage and maintain financial policies.
· Prepare, circulate and present regular current financial reports to members of the Round Table Executive Committee and be prepared to answer any relevant questions which they may have in order to aid their understanding of the organisation’s financial situation. 

· Along with the President, take lead responsibility for the preparation of the draft budget for the following year.
General Executive Committee Member Duties

· Attend and actively participate in Round Table Executive meetings.

· Actively participate in the work of Round Table outside committee meetings.

· Assist the Conference Coordinator with preparations for the Annual Conference.

· Assist in preparation of AGM documents where required.

· Attend conference and assist the Round Table Administration Officer.

· Keep up-to-date with trends and advances in the industry and circulate information of interest to Executive Committee members.

· Undertake lead responsibility for designated projects as determined by the Executive committee, and make regular progress reports back to the Committee.
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