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Job Description
Treasurer Trustee (Volunteer).
Responsible to: Chair of Trustees

Purpose of the Role
The Treasurer helps the organisation manage its finances responsibly and sustainably and helps ensure that money is used effectively to support the charity’s mission.
In a small charity setting, this role involves working closely with the Bookkeeper, other trustees and any staff involved in day‑to‑day finances. 
Key Responsibilities
Trustee Responsibilities
· Act in the best interests of the charity and its beneficiaries
· Take part fully in Board discussions and decision‑making
· Ensure the charity complies with its governing document and Charity Commission requirements
Practical Financial Oversight
· Help oversee day‑to‑day financial matters, including income, spending, and bank balances
· Review simple financial reports and help other trustees understand the charity’s financial position
· Support the preparation and monitoring of the annual budget
· Help ensure the charity operates within its means and plans ahead financially
Controls and Risk
· Help ensure basic financial controls are in place (e.g. two signatories on payments, clear approval processes)
· Support safe use of online banking and financial systems
· Be alert to financial risks such as fraud, errors, or cash‑flow issues and raise concerns promptly
Reporting and Compliance
· Support the preparation of annual accounts and financial information
· Work with an independent examiner or accountant where required
· Help ensure financial records are accurate and appropriately maintained
Person Specification
Essential
· Experience of managing finances, budgets, or accounts (paid or voluntary)
· Confidence to review financial information and ask sensible questions
· Willingness to take a hands‑on and supportive approach
· Commitment to the charity’s aims and values
· Integrity, reliability, and ability to work as part of a small team
Desirable
· Experience with small charities or community organisations
· Familiarity with basic accounting software or spreadsheets
· Previous trustee or committee experience
Time Commitment
· Attendance at Board meetings (typically 4–6 per year)
· Additional time between meetings to review finances or provide advice when needed
Term and Remuneration
· Trustees are normally appointed for a fixed term (e.g. three years)
· This is a voluntary role; reasonable out‑of‑pocket expenses may be reimbursed
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