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Job Description:

Treasurer
Position Summary:
To serve as an elected representative on the Ohio SHRM State Council, Inc.,  Board of Directors, to assist in the development and implementation of Council policies, procedures and practices.  To be responsible for the financial direction of the Council and receive, hold, and safeguard in the capacity of trustee and financial agent, all funds for the Council.  Also responsible for assessing the financial implications of proposed actions by the Executive Committee or Board and disbursing funds for normal and usual uses unless the Council’s Board of Directors shall otherwise direct.

Duties & Responsibilities:
General:

· Maintain all financial records of the Council and as required by law and SHRM.

· Receive, hold, and safeguard in the capacity of trustee and financial agent, all funds for the Council.  Disburse such funds only for normal and usual uses unless the Council otherwise directs.

· Reviews the state Council’s accounting and record keeping policies and procedures.  Recommends or implements changes as indicated to protect and ensure the financial health of the Council. 

· Maintain accurate Council saving and checking accounts.
· Protecting the financial assets of the State Council.

· Records and maintains all Council accounting transactions to include all funds received and disbursed as well as outstanding accounts receivables and unpaid obligations to assure completeness of Council accounting records.

· Issues checks for all expenditures of the Council upon receipt of proper documentation and approvals.  Ensure one signature is placed on checks (Treasurer or Director).

· Manage accounts payable by paying check requests within 12 business days after receipt.

· Deposits all excess funds not immediately needed to operate the Council into a savings account.

· Immediately deposits all monies received into the Council’s bank account.
· Renew Council’s CD’s on a timely basis.
· Maintains all funds in one centrally located financial institution to (1) prevent transferring funds from one institution to another when new treasurer is elected; and (2) insure the integrity of the organization’s accounts.

· Records amounts and purposes for Council’s records.

· Maintains the Council’s tax identification number from the Internal Revenue Service.  

· Maintains the Council’s IRS tax-exempt rating.  Maintains and issues blanket tax-exempt certificates for vendors as needed.

· Disperses Board Rewards as requested for the various Executive Committee members.

· Maintains historical files for all financial affairs of the Council.

· Serve as a voting member of the State Council. 

· Assists State Council Director with special projects as needed.

Monthly:

· Provide monthly Conference financial reports showing costs to date versus budget.

· Provide monthly Council financial reports showing costs to date versus budget.

· Verify the bank statement.  When monthly statements are received, balance the checkbook and reconcile any differences.

Quarterly:

· Prepare, interpret and disseminate quarterly financial status reports for approval by the Council.

Annually:

· Prepare a detailed annual summary of revenue and expenses and submits same to State Council Director and to the Council for approval each year.

· Prepare annual summary of revenue and expenses and submits same for Council approval each year.

· Establishes an Audit Committee to review the Council’s accounting records at least once per year.  An independent auditing firm must be engaged.

· Maintains the annual budget for the Council’s fiscal year. 

Meetings:

· Attend and participate in all meetings of the State Conference Committee.

· Attend and participate in all meetings of the Council, both executive and State wide meetings.

Requirements:
· Must be a regular or associate member in good standing of a local SHRM affiliated chapter at the time of nomination and election or appointment and remain so during the term of office.  

· Must be a member in good standing with SHRM during tenure.  HR Certification highly desirable.
· Must be responsible and maintain the highest level of integrity.  

· Must have effective organizational skills and demonstrated ability to effectively communicate.  

· Must be able to devote sufficient time to effectively execute the responsibilities of the position (approximately 10-25 hours per month).
The Treasurer shall be nominated by the State Director-Elect and must be elected by a majority of the Governing Body.  The election of the Treasurer will take place during the term of the State Director-Elect.  Those elected will serve as Treasurer-Elect during that same term and become Treasurer on January 1 of the next year.  The Treasurer will serve concurrently with the State Director for a two year term.  The Treasurer may serve a maximum of three (3) two (2) year terms (a total of six years).
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