



Beth El Board – Officer Job Descriptions                             Treasurer


BOARD OF TRUSTEES POSITION DESCRIPTION

POSITION: Treasurer
Duties and responsibilities:

The Treasurer’s responsibilities are defined in Beth El’s Constitution, Article VI, Section E as follows:
“The Treasurer shall keep an accurate and correct record of the receipts and expenditures of the Congregation and of the accounts between the Congregation, its members and others, which records, at all times shall be open for inspection by the Board of Trustees and the Finance Committee. The Treasurer shall make withdrawals upon an order from the President, only by check or voucher signed by The Treasurer and counter-signed by the President and/or the Executive Vice President.  The Treasurer shall render a written report of the finances of the Congregation at all meetings of the Board of Trustees, at the semi-annual meetings of the Congregation, and at such other meetings or occasions as the Treasurer may be directed to do so by the Board of Trustees.  Said report shall be affixed to the minutes at which the same is presented.”

The Treasurer’s monthly reports shall be submitted electronically to the Recording Secretary no less than one-week before each month’s Board meeting, so that they are available for review at the monthly Executive Committee meeting.  The Treasurer’s monthly reports will include:
· Balance sheet as of the last day of the previous calendar month

· Cash flow reports:

· Actual – Month and YTD

· Actual v. Previous year 

· Actual v. budget

· Explanations of significant variances between actual and budget, including forecasted impact on end of year net cash flow and balance.

The Treasurer is responsible for reconciling Beth El’s financial records against bank balances and for assisting all officers with fiscal responsibilities to understand their respective fiscal functions.  Such functions include:

· Knowing the Beth El budget lines for which they are responsible

· Approving expenditure requests and disbursement requests against those budget lines

· Understanding how to use Quick Books Online to review cash flow within the budget lines for which they are responsible

· Understanding how to forecast projected income and expenses against budget
· Understanding how to develop FY budget

The Treasurer will serve as the Bookkeeper’s operational supervisor.  The Office Manager will serve as the Bookkeeper’s administrative supervisor.

The Treasurer shall attend Beth El’s monthly Executive Committee and Board of Trustees meetings. Normally the Executive Committee meets at Beth El, at 0930 on the Sunday preceding the Board meeting.  Normally the Board meets on the second Wednesday of each month.  Deviations from this schedule are made to accommodate Jewish holidays, the needs of the majority of the members of the Board, and other considerations as may best serve the needs of the Beth El community.

The Treasurer may have to attend other meetings in order to maintain the level of communications needed to fulfill the responsibilities of the office.

The Treasurer is elected to a two-year term of office.  In accordance with Article V, Section J of the Beth El Constitution:

Section J.
The election of the Officers and Trustees of the Board shall be as follows, pursuant to ARTICLE VII:  




2. 
The election of the Vice President of Administration, Vice President of Membership, Treasurer and five (5) Trustees shall be in odd years beginning with the election to take place in 1999.

Per Article V, Section K:

1. 
Each elected Officer of the Executive Committee (with the exception of President), shall be elected for a maximum of two consecutive two-year terms to the same position.  At the end of the second consecutive term the officer shall be eligible for election to any other position on the Board.  After a hiatus of two or more years, an individual may be elected to a previously held Executive position.

Committees & working groups:
Per Article VII, Section C.1, the Treasurer is an ex officio member of the budget and finance committee:
Section C. 
1. 
Finance and Budget Committee:  This Committee shall present a proposed budget for the following year for approval at the May meeting of the Congregation.  It shall make periodic reviews of the financial operations and records of the synagogue and present reports of its findings to the Board of Trustees.  It shall arrange for an annual written review of the financial operations of the synagogue to be conducted by a financial professional or other qualified person. The person conducting the annual review cannot be a current member of the Board of Trustees nor review his/her own records.  This report shall be presented at the November meeting of the Congregation.  The Treasurer shall be an ex officio member of this committee.  This Committee shall report to the Vice President of Administration.

Liaisons:

The Treasurer shall liaise with all of Beth El’s professional and lay leaders, identifying opportunities for improved cash flow management.  Pursuant to the previous paragraph, the Treasurer will provide all reasonable information requested by the Financial/Budget Committee to enable that committee to perform its fiduciary duties for the Congregation.
� The completeness and accuracy of this report depends on the timely submission of cash flow data from operational sub-entities such as Maple Stream Road Preschool.  When data are incomplete, the Treasurer will provide interim balance and cash flow reports.  When interim reports are presented for review at Executive Committee meetings, the Treasurer will promulgate final monthly reports as soon thereafter as possible.
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