



Treasurer Job Description

The Treasurer shall be a member of the professional staff of <enter name of NSF> and shall have charge of the finances of the organization. He/she shall:

· Ensure the deposit of all moneys and other valuable effects of <enter name of NSF> in the name and to the credit of <enter name of NSF> in banks or other depositories as the Board may from time to time designate by resolution

· Render to the Board, whenever directed by the Board, an account of the financial condition of <enter name of NSF> and of all of its transactions

· As soon as possible after the close of each fiscal year, create and submit to the Annual Meeting an audited financial report for such fiscal year

· Have charge, custody of and be responsible for the keeping of the books of account of <enter name of NSF>
The Treasurer will be accountable for:

· Exercising general supervision and control over the financial operations
· Ensuring that the books and accounts are kept according to generally accepted accounting principles 

· Ensuring that funds are disbursed as approved by the Board of Directors and Executive Director

· Ensuring that year-end financial statements are prepared and audited 

· Ensuring that the annual budget is prepared by staff 

· Presenting the annual budget to the Board for approval

· Presenting a financial report at all Board of Director meetings, Semi-Annual meeting and Special Meetings and an audited statement at the Annual Meeting

· Ensuring the development of financial strategies to best meet the objectives of <enter name of NSF>
· Recommending financial policies to the Board of Directors

· Acting as a signing officer of <enter name of NSF>
· Ensuring donations, gifts and other endowments for receipting meet compliance with Revenue Canada and the Charities Act 
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