
Sheffield & Hallamshire County FA 
Job Role 

 

Job Title:  Good Mood League- Treasurer 

Reports To:  
 

Football Development Officer (Disability) 

1. What is the role of the league secretary? 

The main purpose of this job is to look after the finances of the league.  
2. What else can you tell me about the job?  

The Treasurer must be well organised, able to keep records, careful when handling money and cheques, scrupulously honest, able to answer questions in 
meetings, confident handling figures and prepared to take instant decisions when necessary. 

3. What sorts of tasks are involved? 

 Collecting subscriptions and all money due to the organisation 

 Paying the bills and recording information 

 Keeping up-to -date records of all financial transactions 

 Ensuring that all cash and cheques are promptly deposited in the bank or building society 

 Ensuring that funds are spent properly 

 Issuing receipts for all money received and recording this information 

 Reporting regularly to the Committee on the financial position 

 Preparing a year end statement of accounts to present to the auditors 

 Arranging for the statement of accounts to be audited 

 Presenting a year-end financial report to the AGM 

 Financial planning, including producing an annual budget and monitoring it throughout the year 

 Helping to prepare and submit any statutory documents that are required (eg, VA T returns, PA YE and NI returns, grant aid reports). 
4. How much time will I need to give to the job? 

This will vary from time to time but will rarely take up more than a couple of hours a week.   
 

This job description is only a summary of the role as it currently exists and is not meant to be exhaustive.  The responsibilities/accountabilities and skills/knowledge/experience/behaviours 
might differ from those outlined and other duties, as assigned, might be part of the job. 

 
Due to the nature of the post, the successful candidate will be required to undertake a Disclosure and Barring Service check through The F.A. CRC process.  The possession of a criminal record 
will not necessarily prevent an applicant from obtaining this post, as all cases are judged individually according to the nature of the role and information provided.   


