
	Job Title:

	Treasurer


	Purpose of Job: 

(Briefly state the primary purpose of the job in terms of how it contributes to the department’s objectives.)

	· Manage Cleveland Pop Warner Association, Inc.  (CPWA) finances in accordance with the policies, procedures and directives of the Board of Directors.


	Responsibilities: 

(List five to eight major functions and accountabilities.)

	· Receive all monies and securities, and deposit it in depository approved by the board of directors
· Keep records for the receipt and disbursement of all monies and securities
· Approve all payments from allotted funds and draw checks therefore in agreement with policies established in advance of such actions by the board of directors
· Ensure that all disbursement by checks have a dual signature

· Prepare an annual budget, under the direction of the Commissioner for submission to the membership and the board of directors at the annual meeting
· Prepare an annual financial report, under the direction of the commissioner, for the submission to the membership and board of directors at the annual meeting
· To assist and support all other league affiliated activities 


	Job Qualifications: 

(List the minimum education, formal training, skills, and experience required to perform the job.)

	· Knowledge of double-entry bookkeeping working knowledge of Excel; familiarity with state and federal tax laws, forms and procedures regarding non-profit corporations
· You must be able to be reached via home phone, cell phone and email. This ensures quick and thorough communication
· CPWA laptop provided with appropriate software
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