JOB DESCRIPTION

	Job Details:


Post Title: 

Treasurer of tenant group
Salary:

N/A

Responsible to         Chair of tenant group
    


	Role Purpose:


To support the Chair and Deputy Chair in the financial administration of tenant group
	Principal Responsibilities:


In addition to the responsibilities of a general tenant group member the Treasurer must:

· Assist and support the Chair and deputy Chair in the efficient financial administration of tenant group
· To receive income and monitor expenditure and to prepare summaries of income and expenditure which are kept up to date and reported on at every meeting. This will require probity.

· To make the income and expenditure available for landlord to inspect as and when requested and to be open to spot checks an audits. 
· Never to borrow from the account of tenant group and to raise issues of concern immediately which relate to the funds of the group and any foreseen shortages.
· Assume responsibility for a particular area of the responsibility or interest as may be agreed by tenant group and is minuted.
· Establish a constructive working relationship with the Chair and Deputy Chair and the Facilitating Officer from landlord
