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 Ebor Court, Skinner Street, PO Box 803, Leeds LS1 9NG

HONORARY TREASURER JOB DESCRIPTION

November  2014
Voluntary honorary treasurer
(Board of Trustees)
Hours:
Attendance at approximately two full Board Meetings per year, plus attendance at monthly executive telephone conferences and other ad hoc meetings as necessary. Also, membership of Development and Fundraising sub-group, preparing and checking financial reports and preparing budgets.
Salary:
This is a voluntary position, however, expenses will be reimbursed
Responsible to:  
Chair, City of Sanctuary Board of Trustees
Context of role: City of Sanctuary (CoS) is a network of people and groups committed to creating a ‘culture of welcome’ and raising awareness around the needs and contribution of refugees and asylum seekers. To facilitate this process, we have a national charity supporting and networking up to 40 local City of Sanctuary groups. National City of Sanctuary consists of a board of around 15 trustees from up and down UK and a small team of staff (currently 4) with several additional volunteers and contracted workers. The annual income, sourced from several successful trust funding applications, has recently risen to around £100,000 per annum.
City of Sanctuary trustees are very diverse in geographic location, ethnicity, age, professional background and gender and are united in a vibrant connection with each other, the staff team and the network.
Purpose of job:


The Honorary Treasurer’s role is to maintain an overview of CoS’s financial affairs and viability and play a lead role in ensuring that proper financial records and procedures are maintained. The Treasurer is responsible for ensuring on behalf of the Board that the financial controls and systems are in place and working, sharing collective responsibility with other members of the Board on financial direction of CoS and providing the CoS Communications & Administration Worker with support and advice in respect of finance matters.
Equal Opportunities:

To perform all tasks and duties in accordance with the CoS’s Equal Opportunities and Equality and Diversity policies, ensuring all people are treated with respect, compassion, hospitality, justice and trust, thereby promoting the Charity’s core values.
Working arrangements:

The post holder will expected to attend Board Meetings and meetings of the Executive Group. Because of the wide geographical representation, meetings are sometimes held by conference call or skype and consultations by email. There are 2 full board meetings per year, and one of these is normally an ‘away day’ with an overnight in an agreed rural location when the board and staff team get to know each other better as well as conducting business.
Core Duties and Responsibilities

Key work areas and tasks:
1 Main duties and responsibilities 
1.1 To ensure the effective and efficient financial administration of CoS
1.2 To play a lead role in ensuring the financial stability of CoS
1.3 To advise staff and exec on budgets, accounting and related matters
1.4 To be a signatory for the bank account.

1.5 To use any specific skills, knowledge or experience to help the board reach sound decisions
2 Other duties and responsibilities
2.1 Reviewing with the Communications & Administration Worker budgets, accounts and financial statements 

2.2 Ensuring that the financial resources of CoS meet its present and future needs 

2.3 Ensuring with the Communications & Administration Worker  that appropriate accounting procedures and controls are in place 

2.4 Advising the Board on the financial implications of CoS strategic plans 

2.5 Overall responsibility for ensuring CoS’s compliance with financial and accounting legislation 

2.6 Ensuring that the accounts are prepared and disclosed in the form required by funders and the Charity Commission 

2.7 Liaising with the independent examiner as necessary 
2.8 Keeping the board informed about its financial duties and responsibilities 

2.9 Making a formal presentation of the accounts at the AGM, drawing attention to important points in a coherent and easily understandable way

PERSON SPECIFICATION - Voluntary honorary treasurer
Skills, Knowledge and Experience

1 Commitment to CoS aims and objectives

2 Willingness to devote necessary time and effort for the role
3 Financial qualification and/or experience 

4 Good, independent judgement 

5 Ability to think creatively 

6 Understanding and acceptance of the legal duties, responsibilities and liabilities of a Trustee

7 Ability to work effectively as a member of the Board

8 The skills to analyse proposals and examine their financial consequences 

9 Willing to speak their mind and make constructive recommendations to the Board
10 Awareness of and empathy for the issues currently affecting refugees, migrants and asylum-seekers in the UK.

11 Commitment to Equal Opportunities and anti-discriminatory practice.
12 Flexible approach and willingness to travel and use remote technology for meetings as necessary
13 Experience of charity sector 
Application Procedure
Applications are welcome from suitable candidates living in any part of UK.
Please write a letter outlining why you are interested in this role and how your skills and experience meet the requirements to:

Professor Alan Thomas, Chair, City of Sanctuary 

Email: alantswansea@gmail.com
If you would like a chat about this role we would be delighted to phone you. Please email Alan at the address above and we will get in touch to arrange a suitable time.
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