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SVT Job Description

	SVT Position:
	Treasurer

	Committee:
	Executive Committee

	Reporting to:
	SVT President

	Role Outline:
	Responsible for the income and expenditure pathways of the SVT

	Role Term:
	2 Years, from the period commencing at the date of the AGM

	Essential Activities:
	· Maintain accurate records of SVT income and expenditure on Excel database.

· Produce an annual financial statement for presentation at AGM and for use in filling in Charity Commission forms.

· At end of term organise bank mandate for change of signatory to new Treasurer and President.

	Regular Meetings:
	· Attend Executive Committee Meetings (Quarterly)

	Regular / Routine Activities:
	· Reimburse valid expense claims.  
These are mostly claims for travel to committee meetings but there are also claims such as printers costs for newsletters, caterers for study days etc. Cheques (plus a remittance form as confirmation of amount) should be sent asap so members will not find themselves out of pocket. 

· Bank any cheques received by SVT 
Eg. membership, study day registration etc

· Invoice for advertisements circulated to membership.

The website manager will send a copy of the invoice form and advert to the Treasurer. A copy of the ad should be sent to the advertiser with the invoice for payment. Keep records of when an invoice was sent because many advertisers are slow to pay and may need to be reminded.  

	Other 

(Less frequent) Activities:
	· Complete charity commission forms which are automatically sent by Charity Commission and to submit within six months of end of year deadline.

· Pay FHCS membership fee. Due in January.

· Pay CASE membership fee. Due in September.

Both organisations will invoice SVT 
· Be available to respond to member queries promptly.

· Consider issues, comment and vote on items raised by the committee.
· Keep up-to-date accurate, secure records of your committee work and make these available for a smooth handover (including a detailed guide where appropriate) when the role term finishes.

	Conduct:
	Abide by “Standards of Conduct, Performance and Ethics for SVT Executive Officers and all Subcommittee SVT Members” (2010), and “The Society for Vascular Technology GB&I Objectives, Constitution, and Rules” (2003).
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