[image: ][image: ]


[bookmark: _GoBack]Welsh Wheelchair Basketball is seeking to appoint a candidate for the position of Treasurer for the Welsh Wheelchair Basketball Association
TITLE: Treasurer
LOCATION: Wales 
SALARY: Voluntary 3 year term
CLOSING DATE: 20th  March 2017
WWBA want to operate a transparent, robust and sustainable organisation that represents the needs of participants from development through to performance. This role includes working with clubs, coaches, volunteers, athletes and their support networks. Welsh Wheelchair Basketball works very closely with major stakeholders especially Disability Sport Wales and British Wheelchair Basketball. Welsh Wheelchair Basketball are now seeking to appoint an exceptional individual to oversee the Associations financial position. 

Treasurer
· Ensure that adequate accounts and records exist regarding the Associations financial transactions including accurate and up-to-date records of all income and expenditure
· Coordinate the preparation of a budget and monitor it carefully
· Issue receipts and promptly deposit all monies received in the organisation’s bank account
· Make all approved payments and invoice groups/members promptly
· Act as the signatory to the organisation’s bank accounts facilities with at least one other Association member
· Manage the organisation’s cash flow and be accountable for the organisation’s petty cash
· Prepare and present regular financial statements to the Association at meetings
· Prepare financial accounts for an annual audit
· Prepare an annual financial report
· Liaise with relevant Association members to ensure the financial viability of the organisation
· Regularly report the financial position at committee meetings (balance sheet, cash flow, fundraising performance etc)
· Oversee the production of an annual budget and propose its adoption at the last meeting of the previous financial year
· Ensure proper records are kept and that effective financial procedures and controls are in place


· Appraising the financial viability of plans and proposals
· Undertake bookkeeping duties 
· Maintain the petty cash system and regularly process petty cash claims
Person Specification
· Knowledge and experience of current and fundraising finance practice relevant to voluntary organisations
· Knowledge of bookkeeping and financial management (as necessary).
· Good financial analysis skills
· Ability to communicate clearly
· Honesty and integrity
· Good organisational skills
· A good eye for detail
· Good at making decisions
· An ability to work in a logical and orderly manner
· An ability to allocate regular time periods (eg weekly or monthly) to maintain the books
· An ability to keep good records
· An awareness of procedures for handling cash, cheques and other financial transactions
· A willingness to learn new skills

If this position appeals and you would like to discuss it further please contact Shelley Jones, British Wheelchair Basketball Development Officer for Wales, on s.jones:@britishwheelchairbasketball.co.uk or 07943098868.
To apply please email a CV and covering letter to s.jones:@britishwheelchairbasketball.co.uk by 20th March 2017.
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