URISA Board Member Job Description

Position:

	Treasurer


Responsibilities:








    Hours per Week/Event

	1. Maintain full accountability for all GA URISA financial transactions
	

	2. Manage financial records

a. Financial check book

i. Review bank statement

ii. Balance checkbook with bank statement

1. Collect receipts

2. Pay expenses

3. Record income and membership information in GA URISA database
4. Deposit income

5. Copy all checks

iii. Track profit/loss on monthly luncheon costs

iv. Record data monthly into database (or spreadsheet)


b. Monthly Financial spreadsheet

i. Record deposits and expenses

ii. Bring to board meeting along with copy of Bank Statement
c. Monthly check spreadsheet

d. Copy all checks

                d.   Email Bi-monthly GA URISA database (10th & 28th day) to officers
	2-5 /e

1- 2 /e



	3. Collect income

a. Stamp 50+ receipts prior to meeting (option—president e-mails attendee list to treasurer to pre-print receipts)
b. Have $100 in change available 

c. Set up registration table @ luncheons

d. Greet members and guest @ door

e. Talley number of attendees & provide ballpark financial report on event
	2 /e



	Coordinate with membership chair.
	

	Produce routine financial analyses on GA URISA events
	.5

	Oversee event finances.
	

	Attend board meeting, luncheons and other GA URISA events.
	1

	
	

	
	

	
	

	
	

	
	


	25 %


Percentage of tasks performed during regular business hours:

Benefits of position:

	Meeting people at the door

	

	


Challenges of position:

	Determining how to invoice a receipt 

	


Special forms, software, files, or materials needed for (or useful for) this position: 

	Excel Spreadsheet

	Rubber stamper

	Receipt books

	Copier

	

	


Helpful ideas or advice for future position holders: 

	Be organized
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