SAMPLE Chapter Leader Position Description


	POSITION

	Treasurer



	SUMMARY
	Manages the operational finances of the chapter. Coordinates the budget and operational issues with other board members. Sends dues notices and other invoices to members. Files appropriate forms and information with IRS.



	RESPONSIBILTIES
	CHAPTER SUPPORT
The treasurer, as an elected officer of the chapter, is a responsible member of the chapter's board of directors and must take part in discussion and action on all business of the chapter. As financial advisor of the chapter, the treasurer must be in a position to assess the financial implications of proposed actions by the board of directors and inform the committee prior to final decisions being made. Also, the treasurer must observe the financial direction of the chapter, recognize possible financial problems, and bring such problems to the attention of the board of directors for action.

· Creates an annual operating budget and makes it accessible to members
· Audits income/expenses and cash-flow on monthly basis to ensure chapter’s sound financial status; reports to board in a timely manner
· Ensures chapter is in compliance with state and federal reporting requirements

Operations
· Oversees operations and finance for the chapter
· Reconciles chapter bank accounts on a regular basis
· Oversees the accuracy of record-keeping and reporting
· Issues payment for invoices in a timely manner
· Ensures that the chapter maintains adequate insurance coverage


BOARD PARTICIPATION
· Reports all income and expenses to the board on a regular basis
· Reports on financial status of chapter each January at membership meeting and each month at board meetings
· Attends and participates in all board and chapter meetings. 
· Participates in other chapter events and committee meetings as available.
· Represent chapter professionally and ethically in all business functions/organizational activities.
· Attends annual GBTA Chapter Leadership Summit.



	QUALIFICATIONS
	· Must be a member of the local chapter in good standing for entire term of office.
· Must be a GBTA member in good standing for entire term of office.
· Commitment to the chapters’ Mission, Vision, Strategy, and Goals
· Ability to plan, organize and execute activities as required by the position
· Ability to complete projects within established timeframes





This document serves a template for GBTA chapters and should be modified to meet your chapter’s policies.
