THE GAS SAFETY TRUST

Role description: Treasurer

Reporting to: Chair of Trustees, no direct or other subordinates

Main purpose of job: To provide professional advice and support for the effective financial and grant awarding management of The Gas Safety Trust, company secretarial and administration


Key  areas:

Finance:



· Manage all aspects of financial and management accounting

· Manage the investment portfolio of The Gas Safety Trust funds  

· Report to, and advise the Trustees on all aspects of the above

Company secretary:


· Provide comprehensive company secretarial support to The Gas Safety  Trust

· Advise Trustees or where appropriate alert the need for advice on legal / charity commission aspects apposite to The Gas Safety  Trust

Administration:



· Carry out or where appropriate oversee support administration activity for The Gas Safety  Trust and Trustees
· Oversight of grants administration systems
                      

Dimensions:

· Targets and deadlines set by Trustees

· Contacts with accountants, investment bodies, legal and charity bodies

· Relationships with Trustees, Trust Manager and Trust stakeholders

Skills, knowledge and experience

· Qualified accountant

· Experienced in treasury activity

· Experienced in company secretarial activity

· Ability to use IT to high standard for communication and reporting

· Articulate, confident and professional

· Meticulous, meeting deadlines, anticipating needs and potential issues

· Good communicator

Problem solving

· A high standard of support and professional advice in the areas specified is crucial to the ongoing success of The Gas Safety Trust. 

Decision, recommendations
· This individual will be required to provide supporting structure and work closely with the Chair, Trustees and the Trust Manager and stakeholders, as required, to support and enable them and other staff members, to achieve objectives and effectively undertake their respective roles whist anticipating requirements (forward planning). 

Contacts and communication

· Gas Safety Trusty Trustees and Advisory Board
· Trust Manager

· Management Accountant (Interim)

· Trust Administrator

· Accountants, investment bodies

· Legal advisors and Charity Commission

Physical effort and mental strain
· Accuracy, concentration, organisation, attention to detail, work to deadlines

· Reactive and responsive 

· Proactive to anticipate requirements and potential issues
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