V.P. FOR FINANCE (TREASURER)

Position Summary:

Act as financial officer and advisor to chapter Board of Directors.  Assess the financial implications of proposed actions by the Board of Directors, using accounting and finance resources available through Board-approved third party provider(s).  Observe the financial direction of the chapter, recognize possible financial problems, and bring such problems to the attention of the Board.  Maintain accurate financial records.  Report revenue and expense information to Board of Directors monthly and to chapter members quarterly.  
Responsible To: 

The members of the chapter

The Chapter President 

Responsibilities: 

· Serve as Chair of chapter Finance Committee for a two-year term of office
· As trustee and financial agent, receive, hold, and safeguard all chapter funds.

· Disburse chapter funds only for normal and usual uses unless otherwise directed by the Chapter's Board of Directors, requiring documentation of all disbursements prior to issuing payment.  Ensure legality of all financial transactions.
· Maintain accurate transaction details and backup for all Accounts Payable and Receivable data for chapter.

· Hold chapter checkbook.  Record deposits in a timely manner and assist bookkeeper as necessary to balance chapter checking account monthly and on a timely basis.

· Maintain record of Certificate of Deposit (CD) for chapter, including current balance.

· Prepare and submit to Board of Directors a detailed monthly report of all income, expenses, and transactions.  To allow time for review, send report electronically to board members no more than 2 business days prior to each board meeting, or at other times as determined by President.

· Provide a brief financial report on a quarterly basis and submit to V.P. for Communications prior to submission deadline for chapter website.

· Safeguard, with chapter President, key to chapter Safe Deposit Box and all contents.

· Maintain detailed financial records for use in long-range planning and budgeting.  
· Assist bookkeeper to ensure that any and all relevant filings are prepared and submitted on a timely basis with IRS or state agencies.

· Represent the chapter in the Human Resources community.

· Attend all monthly membership and Board of Directors meetings.

Resources Available:

· SHRM supplies the following resources for Chapter Treasurers

· Chapter Financial Support Program 

· Guide to Chapter Financial Management

· SHRM Leaders Guide 

· Treasurer’s Quick Guide

· And MUCH MORE…available online at http://www.shrm.org/chapters/resources/chaphelp.asp
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