
  
 

ROLE DESCRIPTION - TREASURER 
 
Every local institute must elect a treasurer at its Annual General Meeting to hold office for the ensuing 
twelve months.  
 
The treasurer role is to ensure the financial integrity of the local institute, providing regular financial 
reports to council and reporting any budgetary concerns to the president.   
 
Remember, the role of the local institute is primarily to adopt the objectives of the CII, as defined in its 
Charter and Bye-laws, for the benefit of your local members, prospective members, students and the 
local insurance and financial services community.  
 
Consequently, the treasurer should develop a close working relationship with the CII at Aldermanbury 
and also with the Regional Membership Manager for the region.  
 
Main responsibilities 
 
The role will involve, but may not be limited to the following:   
  Report on the financial standing of the local institute at each council meeting in the form of a 

statement of income and expenditure, a balance sheet and cash flow statements.   
   Ensure that financial transactions are appropriate and financial affairs are conducted within 

the local institute’s constitution.   
  Prepare the annual budget in conjunction with the elected officers.  

 
 Report to council on the results of local institute events and investments and make 

recommendations as to any future actions that should be taken.   
 

 Arrange for an annual independent audit of the local institute’s accounts, and annual financial 
statements.   
 

 Produce a set of annual financial statements for presentation to the external auditors and the 
AGM.  
 

 In the event of concern of a material malpractice or that the local institute is likely to become 
insolvent, report the concern to the CII.   
 

 Issue cheques and other payments upon production of authorised payment requests, 
ensuring all creditors are paid within credit terms established and all funds are collected from 
debtors within acceptable time periods.  
 

 Ensure that all necessary returns are submitted to the CII including annual financial accounts 
and financial returns summary. 
 

 Ensure that any special grant application to the CII is properly completed and is an accurate 
reflection of the needs of the local institute. 
 

 Ensure bank accounts are reconciled periodically and within a reasonable timeframe. Ideally 
these should be initialled and dated by a member of council, other than the person who 
actually compiled the reconciliations, to evidence this task is being properly completed.  
 

  



  
 

Skills required 
  Good working knowledge of spreadsheets (Excel & Google Docs) and how to securely share 

them with other stakeholders within Council. 
  Good working knowledge of HSBC internet banking and its security features 
  Good working knowledge of Paypal and its security features 
  Good working knowledge of Clearbooks, our web-based accounting system 

 
Training, where appropriate, will be provided. 
  Excellent interpersonal skills 

  Excellent communication skill at all levels and through written, verbal and electronic media 
 

 
Additional notes    

1. The role of treasurer will normally be undertaken for a term of one year although the 
constitution of the local institute allows for a longer period.   

 
2. In conjunction with council, the treasurer should establish a panel of bank signatories with 

appropriate levels of signing authority.  
 

3. The treasurer should work with the president and deputy president to ensure they have a 
clear understanding of the financing of the local institute e.g. by producing cash flow 
projections as appropriate.  

 
4. The treasurer should work with the president and the deputy president to establish a 

succession plan for the role of treasurer.     
 
  


