
 
 

 

 

TREASURER ROLE DESCRIPTION 

Proper Job is a successful, community-led environmental charity, established in 1995, and located in 
the small, Dartmoor town of Chagford in West Devon. It’s a locally rooted response to a global issue; 
that of wasted resources and the profound disconnect between what we buy and what we throw 
away. It aims to reclaim and retain these wasted resources on behalf of its community, challenging 
and changing perceptions in the process. By doing so, it also demonstrates to the world the level of 
change that’s possible to effect from a grassroots level. 

Proper Job has three arms: a community reuse centre on the edge of the town that takes people’s 
unwanted items for reuse, composting and recycling (The Resource Centre), and another that’s a 
second hand clothes and homeware boutique shop in the centre of town, that sells the best seasonal 
items donated to the centre (Uptown). The third arm is a trading subsidiary: a community wholefood 
shop and café, the Courtyard. All three arms deliver educational outreach work in line with Proper 
Job’s charitable objectives. As such, they address the way we live in the world and the value we place 
on its resources, and seek to define a better, healthier future for people and planet.  

Although PJ is an established organisation, it is a newly registered charity and as such it is expected 
that the new Treasurer, along with the other Trustees, may initially need to invest time in supporting 
the CEO and Board to implement best practice financial processes. For this reason, we are seeking an 
experienced treasurer or charity professional who has the knowledge and confidence to guide the 
organisation in this area through this exciting phase of growth and development.   

This is an unremunerated role , although reasonable out of pocket expense will be covered.   

The overall role of a Treasurer is to maintain an overview of the organisation’s affairs, ensure its 
financial viability and ensure that proper financial records and procedures are maintained.  

Treasurer of Proper Job  

In addition to the general responsibilities of a trustee, duties of the treasurer include the following. 

• Overseeing, approving and presenting budgets, accounts and financial statements  

• Being assured that the financial resources of the organisation meet its present and future 
needs  

• Ensuring that the charity has an appropriate reserves policy  

• Preparing and presenting financial reports to the board  

• Ensuring that appropriate accounting procedures and controls are in place  

• Liaising with the CEO about financial matters  

• Advising on the financial implications of the organisation’s strategic plans  



 
 

• Ensuring that the charity has an appropriate investment policy  

• Ensuring that there is no conflict between any investment held and the aims and objects of 
the charity  

• Monitoring the organisation’s investment activity and ensuring it is consistent with the 
organisation’s policies and legal responsibilities  

• Ensuring that the accounts are prepared and disclosed in the form required by funders and 
the relevant statutory bodies,  in this instance, The Charity Commission.  

• If external scrutiny of accounts is required, ensuring that the accounts are scrutinised in the 
manner required (independent examination or audit) and any recommendations are 
implemented  

• Keeping the board informed about its financial duties and responsibilities  

• Contributing to the fundraising strategy of the organisation  

• Making a formal presentation of the accounts at the annual general meeting and drawing 
attention to important points in a coherent and easily understandable way  

• Sitting on appraisal, recruitment and disciplinary panels as required 

 

Person specification  

In addition to the person specification for a trustee, the treasurer should have the following qualities. 

• Financial experience  

• Some experience of charity finance, fundraising and pension schemes  

• The skills to analyse proposals and examine their financial consequences  

• Being prepared to make unpopular recommendations to the board  

• A willingness to be available to staff for advice and enquiries on an ad hoc basis 

 

Application Process  

Applications should be made in writing along with a CV. We are interested to know about your 
experience and the skills that you feel you can bring to a relatively new board.  

Applications to: Alison Sallis (Chief Executive Officer) alison@proper-job.org 

By: February 29th 2020 

Successful candidates will be invited to an informal Interview with the CEO and Chair of Trustees as 
well as being invited to observe a board meeting. 

Upon appointed, the treasurer will receive a full induction.  


