JOB DESCRIPTION

Job Title: Ashford School PFA Treasurer
Reporting to: The Trustees and PFA Committee
Responsible to: The Trustees and PFA Committee

Role Overview

The Treasurer is an elected officer of the Ashford School PFA and, where the PFA is a
charitable organisation, is also a Trustee of the charity.

All PFA Committee members share responsibility for ensuring that funds raised by the PFA are
managed appropriately, responsibly and in accordance with the charity’s objectives. The
Treasurer has a specific responsibility for overseeing the day-to-day financial administration
of the charity, maintaining accurate financial records and providing the Committee and
Trustees with a clear and up-to-date picture of the PFA’s financial position.

The Treasurer will work closely with the Chair, other Committee members, volunteers and the
school to ensure that financial procedures are transparent, well organised and compliant with
relevant charity and financial requirements.

Main Purpose of the Role

To oversee the financial management of the Ashford School PFA, ensuring that accurate and
appropriate financial records are maintained and that income and expenditure are properly
recorded and monitored.

The Treasurer will provide regular financial updates to the PFA Committee and Trustees,
support effective budgeting and financial planning, ensure appropriate controls are in place
for handling money, and coordinate the preparation and submission of the charity’s annual
accounts and required returns within the relevant deadlines.

Key Responsibilities

e Act as Treasurer and Trustee of the Ashford School PFA and contribute fully to the
work of the Committee and charity.

e Maintain accurate, complete and up-to-date financial records for all PFA income and
expenditure.
Monitor the charity’s bank accounts and overall financial position.
Provide regular financial reports and updates to the PFA Committee and Trustees,
including income, expenditure and available funds.

e Attend PFA Committee meetings and provide financial information to support informed
decision-making.

e Liaise with the charity’s bank and oversee appropriate access to online banking and
financial systems.

e Process and authorise payments in accordance with agreed PFA procedures and
appropriate financial controls.

e Ensure invoices, receipts and supporting documentation are retained and recorded
appropriately.

e Act as an authorised signatory on PFA bank accounts, in line with the charity’s agreed
financial procedures.



Maintain appropriate records relating to the charity’s bank accounts and transactions.
Manage and reconcile 100 Club payments and maintain accurate records of
subscriptions received.

e Support the Committee with budgeting and financial planning for PFA events and
activities.

e Arrange appropriate cash floats for events and ensure cash handling, counting and
banking procedures are followed.

e Reconcile event income and expenditure and ensure funds are accurately accounted
for following events.

e Monitor fundraising income and expenditure to ensure that funds are used in
accordance with the charity’s objectives.

e Prepare or coordinate the preparation of the charity’s annual accounts and financial
information.

e Ensure the required annual return and financial information are submitted to the
Charity Commission within the appropriate timescales.
Ensure financial information is handled securely and confidentially.
Raise any financial concerns, discrepancies or potential risks with the Chair and
Trustees promptly.

e Support good financial governance and ensure that appropriate financial controls are
maintained.

e Work collaboratively with Committee members and volunteers to promote
transparency and accountability in the management of PFA funds.

Skills and Experience
The successful candidate should have:

Good numerical and financial awareness.
A basic understanding of accounting principles and financial controls.
Confidence using Microsoft Excel or similar spreadsheet software.
Good computer and digital administration skills.
Strong organisational and record-keeping skills.
The ability to analyse financial information and identify discrepancies or areas
requiring attention.
Good communication skills, both written and verbal.
e The ability to explain financial information clearly to Committee members who may not
have a financial background.
Good attention to detail and a methodical approach.
Strong interpersonal skills and the ability to work positively as part of a volunteer
Committee.
o The ability to maintain confidentiality and handle sensitive financial information
appropriately.
A reliable and responsible approach to managing charitable funds.
The flexibility to provide additional support around PFA events and key financial
deadlines when required.

Support and Handover

A full handover will be provided by the outgoing PFA Treasurer, together with ongoing support
from the existing PFA Committee and Trustees.

The role is supported by agreed PFA financial procedures, banking arrangements and existing
records, with the aim of ensuring a smooth transition and continuity of financial management.



This is a voluntary position and forms an important part of the effective governance and
financial management of the Ashford School PFA.



