
 

 

Treasurer  

Job pack 

 

Thanks for your interest in Cardiff and Vale Citizens Advice. We’re looking for a 

strategic and forward-thinking Treasurer to join our Trustee Board. 
 

If you are currently, or have previously been, a qualified accountant and have 

the skills and enthusiasm to work strategically with the Trustee Board, Chief 

Executive and Senior Management Team then we would love to hear from you. 

 

 

 

 

 

 

 

 



The Organisation 
History 
 

The Citizens Advice service is made up of Citizens Advice, the national charity, 

and a network of over 270 independent local Citizens Advice (LCA) members 

including Cardiff and Vale Citizens Advice. The Citizens Advice Membership 

Scheme defines standards of service and management which must be met by 

each Local Citizens Advice.  These are regularly checked through rigorous audit 

procedures. 

 

Vale of Glamorgan Citizens Advice bureau was created in 2001 from a merger of 

five separate Local Citizens Advice in the Vale of Glamorgan, the oldest of which 

began giving advice in 1967.  In recent years the organisation substantially 

developed its range of services and started delivering services in Cardiff in 2011.  

In 2013 the organisation renamed as Citizens Advice Cardiff and Vale to reflect 

both the new national branding and the geographical locations of its operations. 

 

Ethos  
The organisation is committed to developing quality services to meet the advice 

needs of as many individuals as possible, particularly the needs of the most 

disadvantaged communities.  We have a strong team ethos and a positive 

reputation for our commitment to equalities and to maintaining the highest 

standards in employment practice. 

 

We aim to achieve best practice in all areas of our work including a continuing 

commitment to research and campaigning work. 

 

We maintain strong links with community and statutory organisations both 

locally and across Wales. 

 

Staff 
 

Management and the day-to-day running of the organisation is the responsibility 

of the Chief Executive and the Senior Management Team.  The Trustee Board 

has overall responsibility for governance.  

 

At the current time the organisation is comprised of 130 members of staff and 

approximately 40 volunteers. We have two base offices – one located on Broad 

Street, Barry and the other on the first floor of Cardiff Library -  and outreaches 

across Cardiff and the Vale of Glamorgan from which our services are delivered.  



 

Funding  

The annual income of the organisation is c. £3.5m, of which the majority is 

restricted funding. Most of our funding currently comes from Central and Welsh 

Government although we also receive funding from other sources such as the 

Motor Neurone Disease Association and DWP. We benefit from a strong cash 

flow and stable balance sheet as a result.  

Our external auditors are Baldwins. Further information is available in our 

annual report.  

 

Our Services 
We provide advice and support for people who need help solving their problems 

and the issues that matter to them. We deliver a range of services including: 

Generalist Advice: Face to face, telephone, web chat and email generalist 

advice services are provided in the Vale of Glamorgan and Cardiff via our main 

offices and outreaches. These services are funded by both the Vale of 

Glamorgan (grant) and Cardiff (commissioned contract) local authorities.  

 

Consumer Service: We are one of 7 LCAs delivering the telephone consumer 

advice service across England and Wales.  We deliver part of the English 

language service as well as all of the Welsh language service as well as email and 

web-form advice from our call centre located in our Barry office.  The service is 

funded by the Department for Business, Energy and Industrial Strategy. 

 

Motor Neurone Disease Benefits Advice Helpline: A Specialist Benefits Advice 

Service delivered to members of the public from England and Wales funded by 

the Motor Neurone Disease Association.   

 

Single Advice Fund: Face to face, telephone and digital Generalist and specialist 

advice delivered to clients in Cardiff and the Vale of Glamorgan. Funded by 

Welsh Government, these services will begin in January 2020. 

 

Integrated Digital Money Advice: Specialist debt advice via web chat funded by 

the Money Advice Service. 

 



Pension Wise: We provide impartial guidance about defined contribution 

pension options to members of the public across the whole of Wales. The 

service is funded by the Department for Work and Pensions. 

 

EU Settlement Scheme: Specialist advice delivered across Wales to EU nationals 

on their settlement rights. Funded by Welsh Government. 

 

Help to Claim: Face to face, telephone and digital support services for first time 

Universal Credit claimants across Cardiff and the Vale of Glamorgan. Funded by 

the Department for Work and Pensions. 

 

Training and Consultancy: Bespoke training in Debt, Welfare Benefits, Housing, 

Family, Employment & Financial Capability run by specialists on these subject 

matters. 

 
 

  The role 

Treasurer of Cardiff and Vale Citizens Advice  
 

The Treasurer is a trustee of Cardiff and Vale Citizens Advice and shares 

responsibility with the rest of the board for the governance of the organisation. 

Specifically, they are responsible for supporting trustees to understand the 

financial position of the charity and the financial implications of decisions they 

are making, in particular;  
 

 monitor the organisation’s income and expenditure position and in 

conjunction with the Finance Manager present accessible reports at least 

quarterly to ensure board members understand the accounts and 

implications. 

 ensure that the organisation has an appropriate reserves policy and a 

realistic budget that meets the services’ needs. 

 ensure that the charity’s annual report and accounts are properly 

prepared and presented in line with legal and regulatory requirements, 

and presenting them to members at the Annual General Meeting. 

 keep the board informed about its financial duties and responsibilities 

 understand the accounting procedures and key internal controls to be 

able to assure the board that the charity's financial integrity is sound 

 work with Board and Senior Management Team to give information and 

advice on financial matters. 

 



 

 

What’s in it for you? 
 

 Make a positive impact for people in your local area by ensuring that 

Cardiff and Vale Citizens Advice is sustainable and meeting the needs of 

the community. 

 Meet people and build relationships with trustees, staff and other 

volunteers. 

 Build on your governance, leadership and strategy skills. 

 

And we’ll reimburse expenses too. 
 

 

  Person specification 

 

Our Treasurer must have a professional accountancy qualification, and 

significant experience of developing and delivering financial strategies. 

 

Candidates must be able to demonstrate that they have all of the following skills: 

 understand and accept the responsibilities and liabilities as trustees 

 some knowledge or experience of charity finances, fundraising, financial 

consequences and pension schemes. 

 be non-judgmental and respect views, values and cultures that are 

different to your own. 

 have good listening, verbal and written communication skills. 

 be able to exercise good independent judgment and if necessary to make 

difficult recommendations. 

 be able to explain complex financial information in an accessible way 

 be willing to learn about and follow the Citizens Advice aims, principles 

and policies, including confidentiality and data protection.  

 be willing to undertake any appropriate training in your role. 
 

The above list is indicative and not exhaustive. The Treasurer will be expected to 

perform all such additional duties as are reasonable, commensurate with the 

profile and responsibility of the role. 
 

Cardiff and Vale Citizens Advice values diversity, promotes equality and 

challenges discrimination. We encourage applicants from all backgrounds and 



particularly welcome applications from disabled people and from black, Asian 

and minority ethnic people, who are under-represented in our organisation. 

More information                

 

1.  TERMS OF OFFICE 

As Treasurer you will be appointed for an initial term of 3 years, and will be 

eligible for re-appointment for one additional term (maximum 6 years). Your 

appointment will be subject to the approval of our members at our Annual 

General Meeting in 2020. 

2.  CAN ANYONE BE APPOINTED AS A CHARITY TRUSTEE? 

No. There are a number of reasons why people cannot act as a charity Trustee. 

The following is extracted from the Charity Commission Guidance on 

Recruitment, Selection and Appointment of Charity Trustees: 

 Some people are disqualified by law from acting as charity Trustees or 

nominees, including anyone described in section 72(1) of the 1993 Act. 

Broadly that covers: 

 anyone who has been convicted of an offence involving deception and 

dishonesty, unless the conviction is spent; 

 anyone who is an undischarged bankrupt, or is the subject of bankruptcy 

restriction order or bankruptcy restriction undertaking; 

 anyone who has made a composition to arrangement with, or granted a trust 

deed for, his or her creditors and has not been discharged in respect of it; 

 anyone who has previously been removed from Trusteeship of a charity by 

the court or the Commissioners; and 

 anyone who is under a disqualification order under the Company Directors 

Disqualification Act 1986 or is the subject of a disqualification undertaking. 

Further information about disqualification and waivers of disqualification can be 

found in OG41 (Disqualification for acting as a charity Trustee) and OG42 (Waiver 

of disqualification for acting as a charity Trustee) which are available on the 

Charity Commission website www.charitycommission.gov.uk  

3.      EXPENSES 

This is a volunteer role, and will not be remunerated; however reasonable travel 

expenses and subsistence costs will be reimbursed, along with a contribution 

towards refreshments when working unsociable hours.  



Trustee Board meetings usually commence at 4:30pm on the last Thursday of 

each month. 
 

 4.      LEARNING AND DEVELOPMENT 

Cardiff and Vale Citizens Advice has a co-ordinated board trustee induction and 

development strategy. This will mean that induction for your role, relevant to 

Citizens Advice will be provided in a full and comprehensive induction 

programme. 

 5.    POLITICAL IMPARTIALITY 

An important part of the principle of impartiality is that Cardiff and Vale Citizens 

Advice staff and volunteers are seen to be upholding the principle of party 

political impartiality. To avoid possible misunderstanding or possible conflicts of 

interest, guidelines have been established on staff and volunteers taking part in 

party political activities. If you currently hold, or are intending to stand for local 

or national party political office, we will expect you to tell us about this if 

shortlisted for interview. 

 6.    LOCATION              

Meetings take place in our Barry office.  

7.    EMPLOYMENT STATUS     

Not for profit volunteer. 

8.    HOURS OF WORK                                      

On average hours equating to 1 day per month (this varies slightly according to 

the time of year and business need). 

 

  

 


