
Blue Star Mothers of America Inc.

National Treasurer
Elected Position

Position Summary

The position requires knowledge, commitment and best practice accounting following IRS 501c3 guidelines and recognizes that she is a fiduciary of a non-profit charity, efficient and accurate entry the QuickBooks Online Accounting program, as well as prior service for at least one chapter or department term year demonstrating excellent past performance in best practice financial recordkeeping. The National Treasurer must have a working knowledge of all BSMA governing documents, proper understanding of the sequence of the governing documents and any relative federal requirements. Performa all other duties as needed, assigned or required.
Major responsibilities: 
1. Pay all bills of the organization upon receipt of disbursement requests ensuring all requests are approved by the National President and the Finance Committee prior to preparing payment.
2. Inspection of all invoices prior to payment for accuracy.

3. Ensure all checks are prepared properly and signed with two approved fiduciary signatures.

4. Enter accurate financial records into QuickBooks Online Accounting program for all outflows from the National Treasury.
5. Proper set up and payment of pre-approved bills paid through Bank of America “Bill Pay”.  

6. Invoice tracking of monthly bills to make sure they are received for on time payment to avoid late fees and/or cancellation of services.
7. Perform any other duties as needed.

Key capabilities: 
· Member in good standing

· Computer proficiency skills

· Proficiency with Microsoft Word

· Proficiency at Microsoft Excel

· Knowledge of “Best Practices Accounting” and SFAF where applicable to the corporation

· Good oral and written communication skills

· Ability to work in a team environment
· Working knowledge of Parliamentary meeting procedure protocol

· Professionalism at meetings and when interacting with all members
· Basic computer data entry skills. Knowledge of preparing a budget. 
· Email discussion skills

Interdependencies with other functions: 
· Attend monthly NEB meetings to report all outflows from the National Treasury.
· Sit as a member of the Financial Committee and attend monthly Financial Committee meetings.  Work closely with members in preparation of Financial Policy and Budget through yearly analysis.

· Be available by phone or email for addition communications from the NEB and the Finance Committee members.

· Proactive participation in discussing issues at all NEB meetings.

· Participation in NEB meetings utilizing knowledge of Parliamentary meeting protocol

Reporting relationships: 
· Prepare and submit monthly financial reports with the National Financial Secretary to the NEB.
· Requires at least a 60 day commitment to be available after her term ends to inform and train the newly elected Treasurer.

Time Required per week: 
Time required varies with an average time of approximately 10 hours per week.  Some weeks will be less, some weeks will require more.
Length of Commitment: 
One term year upon election; may serve two elected terms consecutively or non-consecutively
Key performance indicators:

· Timely preparation to report at monthly NEB Meetings

· Timely preparation to report at the National Convention

· Timely payment of all bills, invoices, and approved officer reimbursements following the National Financial Policy
· Interactive and productive participation in the team NEB environment

· Attendance at National Executive Board Meetings
