
  
 

Job Title: Treasurer, Westfield Athletic Booster Club 

                                       

 
This description is intended to indicate the essential responsibilities of the position.  It is not intended to be all-inclusive nor does this 
limit the Board of Directors right and responsibility to determine reassignments, priorities, etc. 

 
Position Goals: 
Oversee the financial administration of the organization, financial reporting monthly to the WABC, advise the board on 
financial strategies.  
 
Supervision Received: 
  This position has direct supervisor from the Board of Directors 
 
Supervision Exercised: 

None 
 
Essential Duties and Responsibilities: 
1. Maintain the booster checking, general and money marker accounts 
2. Keep up-to-date records as well as an audit trail for all transactions (We might want to consider appointing an external 

auditor to review records on a periodic basis?) 
3. Protect the organization against fraud, theft by ensuring safe custody of money and prompt banking 
4. Provide monthly financial reports on all Spirit Clubs and general accounts to ensure board members and officers 

understand the financial welfare of the club. 
o Ensure the backup of electronic files 

5. Ensure that the organization complies with the tax regulations 
6. Work with Athletic Director to track individual sport “Wish List/Uniform” requests and distribute to officers and board 

members monthly. 
7. Attend the majority of WABC meetings each year. 
8. Report to the secretary a list of current WABC members – from membership forms paid. 

 
 
Create/review procedures and financial reporting...The need of policies and procedures to protect the organization (and 
treasurer) (see below) 

 Check details of all bank accounts and all signatories  

 Change signatories ASAP – obtain forms from the bank and take to the next meeting (place in the minutes) 

 Check details spending authorizations; organize for the return of outstanding check books or cards (if applicable) 

 Check who has the financial files and get all documents, budget information (including funding raising projects 
and detail of any purchases that the club has authorized) 

 Make sure there is a master copy of the financial procedure manual 

 Organize for a detailed briefing from the outgoing treasurer detailing spending commitments or incoming funds 
not in budget papers 

 Prepare a timeline of upcoming payments and dates when bills are due 

 Once the new treasurer has completed the first budget statement/financial reports check to see of the outgoing 
treasurer can review to ensure nothing is missed 


