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Our vision: An empowered community actively cultivating long-term environmental wellbeing 

 

Treasurer Role Statement 

 

This document outlines the role of the Port Phillip EcoCentre Inc (EcoCentre) Treasurer. 

 

EcoCentre Statement of Mission 

  

We build relationships to inspire, educate and demonstrate sustainable environmental 

practice and strengthen people’s connection to the natural world. 

 

Context 
 

The EcoCentre is a non-profit environment community organisation that is also a resource 

for groups, individuals and the business community in the City of Port Phillip and wider 

region. 
 

EcoCentre is comprised of the Committee of Management (CoM), our members, staff and 

volunteers. The CoM is established in accordance with the Associations Incorporation Reform 

Act 2012 and the Port Phillip EcoCentre Inc. Constitution (the Constitution). The CoM is 

responsible to ensure proper management of the business and affairs of EcoCentre.   
 

The Port Phillip EcoCentre CoM membership is comprised of: 

 President, Vice-President, Secretary and Treasurer; 

 up to six ordinary members  

 

The appointment of CoM members occurs as follows: 

 CoM are elected, as a general rule, at the annual general meeting; 

 members hold office until the next annual general meeting;  

 are eligible to be re-elected at subsequent annual general meetings; and, 

 may be appointed by the COM between AGMs if vacancies arise 

The Treasurer is expected to fulfil the general responsibilities of CoM members as well as the 

specific roles and responsibilities of the Treasurer outlined below. 
 

 

General Responsibilities of the Committee of Management 

 

Officers and ordinary members of the CoM are expected to: 

● meet moral obligations and maintain personal integrity; 

● protect the interests and reputation of the EcoCentre; 

● operate under principles of good governance and continuous improvement; 
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● represent the organisation in public; 

● function in the spirit of co-operation to improve the wellbeing of the environment 

and community; 

● ensure maintenance of contemporary policies and procedures, strategic directions 

and actions that are aligned with the constitution; 

● complete specific policy and strategy oversight functions including: 

o endorse and monitor the Strategic Plan and Business Plans; 

o endorse policies and procedures relating to: 

▪ strategic and business planning activities; 

▪ governance and management of the organisation’s affairs and 

activities, including policies and procedures for policy making; 

▪ employment and industrial relations; 

▪ assets and risk management; 

▪ debt avoidance; 

▪ investment and financial management; and 

▪ marketing. 

● control and manage the financial and legal affairs of the EcoCentre according to its 

Constitution, and to comply with legislation and regulation, in a responsible and 

ethical manner; 

● manage financial affairs, take responsibility for the financial records and ensure 

financial accounts are transparent, including: 

o finalise budgets and allocate funds to program streams; 

o ensure there are adequate resources for the organisation to achieve its 

program objectives; 

o approve bank signatories and any changes or additions outside the budget, 

including unanticipated expenditure over $2,000; 

o request expenditure of Public Funds for specific purposes; 

o endorse forward annual budgets and cash-flow projections; 

o where the annual budget is below $1 million determine whether EcoCentre 

should have a financial audit; 

o approve the format of financial reports to the CoM;  

● make decisions regarding the Executive Officer’s position including terms and 

conditions, position description, performance indicators and performance appraisal; 

● authorise the employment of any new ongoing and fixed term contract positions not 

approved through the budget approval process;  

● monitor employee and volunteer occupational health and safety incidents and make 

recommendations to the Executive Officer where issues are identified;  

● attend annual general meetings and general meetings of the EcoCentre CoM; and, 

● attend and participate in CoM meetings. 

 

 

Specific Roles and Responsibilities of the Treasurer 

 

The responsibilities of the Treasurer are as follows: 

 Monitor financial management processes and provide advice for improvement where 

appropriate; 

 Ensure financial reporting obligations are met; 
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 Act as a link between the CoM and the Executive Officer on financial matters, ensuring 

procedures are in place for regular accurate financial reporting to the CoM; 

 To ensure the Executive Officer and bookkeeper have effective systems in place to : 

 collect and receive all moneys due; 

 make all payments authorised by the CoM; 

 organise bank accounts and, 

 sign cheques and keep correct accounts and books showing the financial 

affairs of the organisation with full details of all receipts and expenditure 

connected with the activities of the organisation. 

 Assist the Executive Officer to prepare an annual budget for CoM approval; 

 Approval and appointment of the bookkeeper; 

 Liaise with the bookkeeper and Executive Officer and oversee  the close of monthly 

accounts and reporting of such to CoM; 

 Designing the format of monthly financial reporting to ensure it remains appropriate for 

the needs of the CoM;  

 Ensure the CoM is aware of and understands the group's financial situation and 

performance. and advise the President and CoM if EcoCentre is at risk of trading 

insolvent; 

 Maintain a sound knowledge of financial matters, as well as the priorities and objectives 

of the EcoCentre; 

 Managing short term treasury functions to optimize use of funds; 

 Recommendation on investment of any long term financial surplus and oversight of all 

investment funds, including their appropriateness and performance; 

 Liaise with the EcoCentre Public Fund Managers on the EcoCentre Public Fund; 

 Engage independent auditors to undertake annual audits and prepare financial 

statements. 

 Chair the Finance subcommittee and be a member of the Human Resources  

subcommittee 

 

It is desirable that the Treasurer has accounting qualifications and is a Certified Public 

Accountant of Chartered Accountant. 

 

It is important to note that the position of Treasurer does not remove the responsibility of all 

CoM members to oversee proper financial and business management of the EcoCentre.  

 

To further clarify the roles and responsibilities of the CoM, staff and volunteers, refer to the 

EcoCentre Role Statement Series. 


