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JOB DESCRIPTION
          FOR

TREASURER
POSITION DESCRIPTION
Handles all financial transactions of the Branch including writing checks, bank deposits and financial status reports.

MAJOR AREAS OF RESPONSIBILITY
Reads and applies all State SIR rules relating to the Branch Treasurer as outlined in the State SIR Bylaws, Article 6, Rules 215 through 227. 

If needed, establishes the Branch Bank Account and has his signature authorized for writing checks.   

Handles all check writing and deposits for the Branch.

Accepts and accounts for monthly lunch payments by Branch members.

Participates in the annual Branch Audit.

Submits to State SIR the Form 28 (Monthly Cash Report) by the 10th of each month.

Sends the pro-rata assessment to the State Treasurer by the 15th day of each quarter (Jan., Apr.,Jun and Jul.).

SKILLS AND ABILITIES NEEDED
An understanding of the financial requirements for operating a volunteer organization.

Able to use a computer, Word Processing and Email. 

ESTIMATED ADDITIONAL TIME FOR THIS POSITION BEYOND SIR MEMBERSHIP

Approximately 2 to 4 hours a month.

CONCLUSION
This Job Description is intended to convey information essential to understanding the scope of the job and general details of its requirements as it relates specifically to SIR [BRANCH NAME & NUMBER].  However, the description is not meant to supercede or take the place of any information and/or requirements for the job noted above as found in the State SIR (SIR, inc.) Bylaws and Rules or Guidelines as found on their web site at http://www.sirinc.org.
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