SAA Job Description Updated 2/2007


Treasurer of SAA
Qualifications:

· The Treasurer must have relevant financial experience, including knowledge of how to read and understand financial statements and budgets.  The relevant financial experience is required by Board action and to comply with the spirit of the Sarbanes-Oxley Act.
Term:

· Serves on the Board for two years as Treasurer.

Duties:

· Attends spring and fall Board meetings.
· Participates in email discussions and e-votes in a timely manner

· Serves as member of the Executive Committee, assisting the President and other officers with the governance of the SAA, including setting the agenda for the Board meetings. 

· As a member of the Executive Committee, serves as a member of the Audit Committee

· Attends the fall and spring Executive Committee meetings.

· Keeps the Society on sound and prudent fiscal footing.

· Monitors the financial position of the SAA through the review of monthly financial statements and bank statements. 
· Monitors the progress of the SAA investments through the review of monthly account statements and works with the chair of the Investment and Finance Committee, as required.
· Works closely with the Executive Director on financial issues confronting the Society.

· Reports changes in financial position to the President and SAA Board.

· Provides oversight of all decisions by the Board with regard to both positive and negative financial impacts 
· As new initiatives are taken into consideration, the Treasurer must be able to challenge the Board with the question, “How are we going to pay for this?”

· The Treasurer must be able to say “no” to the Board.

· Communicates financial health of the organization to the Board by means of a Treasurer’s report presented at the fall and spring Board meetings.
· Communicates the financial condition of the SAA to the general membership by means of a Treasurer’s report at the business meeting at the Annual Meeting and by periodic articles published in The SAA Archaeological Record in a column entitled “Money Matters”. 

· Instructs the Treasurer-Elect about the mechanics of the SAA budget process and the duties of the office.
· Communicates with the Executive Director during the process of staff preparation of the annual budget.

· Takes the lead role in presenting the budget for the upcoming fiscal year to the Executive Committee and Board at their fall meetings.
· Reviews all fund transfers to and from the depository account (post-facto) as well as signs off on the Executive Director’s expense reports. 

· With the President and Executive Director, is signatory on all bank and investment accounts and certain charitable contribution registration forms required by numerous states for fundraising.

· Serves as liaison to the Board for the Investment and Finance Committee, the Fundraising Committee, and other Committee and Interest Groups, as assigned.
· attends Committee and Interest Group meetings at the Annual Meeting

· remains in contact with Committee and Interest Group Chairs throughout the year

· ensures that Committee and Interest Group budget requests and reports are submitted to the Board

· By appointment of the Board, serves as Chair of the Nominating Committee the year following his or her term as Treasurer.
As part of the Treasurer’s responsibilities, has digital access to view all bank and investment accounts. 
Time Commitments:

· Attendance at meetings

· must attend Annual Meeting, arriving one day before opening session

· several hours of SAA Committee and Interest Group meetings at Annual Meeting

· several hours of Board receptions at the Annual Meeting

· business meeting at the Annual Meeting

· four days for each Executive Committee meeting (2 days travel and 2-day meeting)

· four days for fall Board meeting (2 days travel and 2-day meeting)

· Two hours per Board meeting to prepare the Treasurer’s report and introduction to the budget.

· Two to four hours in advance of each Executive Committee and Board meeting to review the agenda and read supporting documentation in Board notebook.

· A few minutes each day, several days a week, to participate by e-mail in Board and Executive Committee discussions and e-votes.

· Four hours a month for review of financial statements and account statements.
· Two hours a month for review of disbursement forms and bank statements.
· Several hours to research and write each article for The SAA Archaeological Record.

· Time as needed to have signature notarized on charitable contribution registration forms.

