Job Description

Board Position: Assistant Treasurer
Brief Summary of Job:  Act as a back-up to the Treasurer.  Review bank statements.
Specific Responsibilities: (If there are specific timeframes and contacts for an activity, please include them)
· Reconcile and review the monthly bank statements after review by the Treasurer.

· Review financial control procedures.

· Help out as requested by the Treasurer
Key Individuals You Have To Work With:

The Treasurer

Learnings to Pass On: (This could include what went well, what you would do differently, things to watch out for, etc.)

Documentation Attached: (Copies of flyers, forms, articles, etc)

Completed by:  Julie Maxwell
Date: January 22, 2007
.
