Wigtown Festival Company


Treasurer – Role Description
The Treasurer has a role to ensure that financial responsibilities are met, and that the processes in places are appropriate for an organisation the size of Wigtown Festival Company (WFC). WFC employees undertake day-to-day financial responsibility, and regular oversight responsibility is shared with other Board members. The role of the Treasurer will encompass the following:
1. General financial oversight

· Oversee and support WFC staff in the presentation of accounts and financial statements to the Board and Executive

· Liaise with the Operational Director and Artistic Director about financial matters

· Ensure financial systems and controls are in place

· Ensure compliance with relevant legislation

· Advise on the organisation’s financial regulations

2. Financial reporting

· Present regular reports of the organisation’s financial position
· Oversee the preparation of accounts for accountants and, if required, auditors

· Present accounts at the AGM 

· Advise on the organisation’s reserves policy

3. Banking, bookkeeping and record keeping

· Ensure bank accounts are appropriately managed 
· Ensure that there are appropriate systems for bookkeeping, payments and petty cash and that everyone handling money keeps appropriate records
4. Financial planning and budgeting

· Support the Operational Director and Artistic Director in the preparation of the annual budget and new project related budgets
· Advise on the financial implications of strategic and operational plans

· Monitor the cash flow of WFC; this is important given the fluctuating financial activity during the year

· Participate in the regular review of the annual budget and the preparation of revised financial forecasts based on actual spend

5. Funding, fundraising and sales

· Ensure fundraising and sales complies with relevant legislation and is bound by effective financial systems and controls

· Advise on the organisation’s fundraising strategy

· Support the Executive to ensure the use of funds complies with conditions set by funding bodies

6. Fixed assets and equity
· Support the WFC in negotiations in relation to its lease or purchase of property

· Ensure required insurances are in place
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