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Treasurer role descriptor
Role purpose:
The Treasurer is responsible for ensuring that Shared Care Scotland maintains a secure and sustainable financial position. Working with the Chief Executive, Head of Operations, Chair and Board of Directors, the Treasurer will oversee the organisation’s financial operations ensuring that these are legally compliant, within accepted accounting practices and are carried out in accordance with Shared Care Scotland’s Articles of Association. 

Key responsibilities
· To support the Chief Executive and Head of Operations in setting and monitoring annual budgets.
· To ensure that the organisation maintains appropriate records of financial transactions and decision-making.
· To oversee the effective operation of controls and procedures covering all of the organisation’s financial activities.
· To work with the Chief Executive and Head of Operations to ensure that the Business & Finance Committee and Board of Directors are provided with regular, accurate reports on the organisation’s financial position.
· To provide advice and guidance to the Business & Finance Committee, and Board of Directors on financial planning and decision making.
· To support the Head of Operations, as required with ensuring that the organisation’s annual, audit processes run smoothly.
· Presenting the organisation’s financial statement to Directors and members at the AGM.
· To ensure that the organisation remains up to date with financial regulations, compliance and best practice.

Key contacts:
Internal
· Chief Executive
· Head of Operations
· Business & Finance Committee
· Board of Directors
· Shared Care Scotland staff team

External
· Auditors
· Shared Care Scotland membership
· Banking representatives
· Bookkeepers

Skills and experience:
In addition to the general qualities expected of the Director role
· The Treasurer will bring knowledge and experience of current, financial good practice and standards in the voluntary sector.
· They will have a good understanding of regulation and compliance and its application to charity governance
· They will be experienced in analysing, interpreting financial information and in presenting and communication such information effectively.
· They will have experience in setting and managing complex budgets.














Appendix: key finance events
A brief summary of the key events in the Shared Care Scotland financial year:

Quarter 1:
-Our annual budget will be finalised and will ‘go live’ on the Xero finance platform following receipt of our funding confirmation letter from the Scottish Government.
-Payments will distributed to Time to Live delivery partners. This will include funding for carer microgrants, a development and delivery allocation for delivery partners to cover administration costs and any additional funding which may be attached to Time to Live e.g. hardship funding for carers.
-Grant funding will be distributed to successful Better Breaks projects.
-Our audit process for the previous financial year will begin with paperwork and records being sent to our auditors from our workstreams and bookkeepers.

Quarter 2:
-Our audit processes continue over the summer months with draft accounts being presented to the Board of Directors in August.
-We will update our reserves policy with approval through the Business & Finance Committee.
-We start drafting our annual report in preparation for our completed accounts and AGM at the end of the calendar year.
-At the end of September we will begin issuing grant awards to successful Creative Breaks applicants.

Quarter 3:
-We will continue to issue Creative Breaks award.
-Our signed accounts for the previous financial year will be completed and confirmed with Companies House and OSCR.
-We will hold our AGM in December which will include a financial statement.
-Our leadership team will begin forward planning and budgeting for the next financial year.

Quarter 4:
-We expect to complete our funding application with Scottish Government
-We will present out-turn forecasts to the Board.
-We will prepare master budgets for the new financial year.
-We will plan for the next audit process and meet with our auditors to take that work forward.
-We will meet with our bookkeepers to review processes and planned developments.
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