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HONORARY TREASURER 
Summary Role Description 

 
The Honorary Treasurer is a voluntary position, appointed by the Board. Although not a legal 
requirement, it is LRG’s practice that the Treasurer is also usually a member of the 
governing Board (and therefore a company director and charity trustee). 

The key roles of the Treasurer are: 

1. to ensure that LRG properly discharges and complies with its legal obligations in relation 
to financial matters as a private company and as a charity; 

2. to oversee and be responsible for the financial affairs of the Group. 
 
Role & Responsibilities of the Treasurer 

Note: the responsibilities outlined below are those which the Treasurer currently holds. 
However, LRG is currently recruiting a Chief Executive, with the intention that the 
appointments of the new Treasurer and new Chief Executive will coincide. The Chief 
Executive position is a new one. The post has been created, in part, to increase staff 
capacity in relation to financial matters and to reduce the duties of the Treasurer. Amongst 
other things, the Chief Executive will lead, manage and develop the directly-employed staff 
of the charity; produce and review annual budgets for the charity’s various activities; monitor 
expenditure against agreed budgets and exert financial control; and ensure that the integrity 
of all financial systems is maintained and that internal oversight is transparent and timely, 
with consistent and reliable financial reporting. The Treasurer also benefits from the support 
of LRG’s Administrative Assistant in delivering a number of the duties outlined below. 

Current responsibilities of the Treasurer: 

To ensure that LRG properly discharges and complies with its legal financial obligations as a 
private company and as a charity, which include: 

(i) In relation to Annual Accounts:  

o preparing draft Annual Accounts suitable for audit, including a year-end Balance Sheet 
and Income & Expenditure Account, with supporting notes and explanations; 

o keeping proper records of all the Group’s financial affairs. 

(ii) In relation to the Annual General Meeting: 

o ensuring that the formal Annual Accounts are submitted for approval by the AGM; 
o preparing a formal Treasurer’s Report on issues that need to be considered by the AGM, 

including a recommendation on the following year’s Membership subscription rates. 

(iii)   In relation to Board Meetings, and the activity of Directors/Trustees: 



o in association with the Chair, Company Secretary and Administrator, preparing an 
agenda for such meetings; 

o preparing any formal papers on financial matters that need to be considered by the 
Board, for example annual budget plans, contractual agreements or staff/contractor 
appointments [as appropriate, jointly with other officers]; 

o preparing the financial elements of any other reports that are considered by the Board 
that have financial implications, and generally ensuring that proper advice is given to 
Board Meetings on any the financial implications of any other matters; 

o ensuring that the Board [whether collectively or as individual Directors/Trustees] is 
provided with sound advice to ensure that it and its members act in accordance with their 
fiduciary duties under company and charity law in conducting its/their business;   

o as part of the “sound advice” requirement, providing the corporate “collective memory” of 
the Group’s financial affairs, and ensuring that the Board is appraised of such matters as 
and when relevant; 

o taking such executive action as may be needed on behalf of the Board and company, 
whether arising specifically out of Board discussion and decisions or arising more 
generally on a day-to-day basis. 

(iv) In relation to Companies House and Charity Commission requirements: 

o ensuring that the Company Secretary has the appropriate information to enable him/her 
to properly complete the financial elements of Annual Returns and the Annual Directors’ 
Report, and to this end ensuring that the Annual Accounts are completed in good time to 
enable the Company Secretary to submit them to both Companies House and the 
Charity Commission by the required deadlines. 

(v)  In relation to contractual matters to which LRG is party: 

o assisting the Company Secretary to draft contracts on behalf of LRG where LRG is the 
initiating party, as s/he may require (particularly in relation any financial aspects); 

o assisting the Company Secretary to review draft contracts and seek amendments as 
appropriate where another body is the initiating party, as s/he may require (particularly in 
relation any financial aspects); 

o being the authorised signatory for LRG [as appropriate with the Company Secretary]. 

To be responsible for day to day financial management, in particular: 

o maintaining financial control of income and expenditure, and of bank account receipts, 
payments and transfers*; 

o ensuring that payments and receipts analyses are properly maintained for bank 
accounts*; 

o ensuring that membership subscription records are properly maintained*;  
o preparing company documentation in relation to financial matters that may be required to 

enable the effective discharge of all the above [except as may be specifically delegated 
by the Board to others]; and 

o supervising the work of the Administrator in relation to day-to-day financial management.  

* the day-to-day aspects of these tasks are undertaken by the Administrator 

To provide strategic financial advice to the Board, in particular preparing medium-term (ie 
three to five year) budget projections, as a basis for annual budget planning and decisions 
that have major financial implications; and 

To be responsible for the Group’s relationship with its Bank, in particular: 



o acting as the formal contact point with the Bank;  
o acting as the main signatory to the Bank accounts; 
o providing all formal instructions to the Bank in relation to management of the Group’s 

accounts [eg setting up Standing Orders or other regular payments, giving instructions in 
relation to the addition or deletion of signatories], and 

o dealing with all administrative, legal , regulatory and other requirements of the Bank in 
relation to managing the Group’s accounts.  

 
Ideal qualities & experience 

 
 a strong commitment to LRG, its principles and its aims; 
 a willingness and capacity to devote the necessary time and effort to the role; 
 good judgement and good financial analysis skills; 
 a willingness to work collectively as part of a group, seeking constructive debate, dialogue 

and collaboration; 
 ability to communicate and explain financial information to members of the Board and 

others; 
 experience of managing the finances of an organisation and knowledge of relevant, 

current finance practice. 


