
  

 

Downright Excellent (DEx) Deputy Treasurer role description 

What are the Deputy Treasurer’s responsibilities? 

The Deputy Treasurer works closely with our Treasurer, supporting her in overseeing the financial affairs 
of the organisation. Working with the Treasurer, the Deputy Treasurer will assist other trustees to 
perform their financial duties by interpreting and explaining accounting requirements, ensuring that the 
Board receives reports containing the information trustees need in an 'easy to understand' format, and 
helping trustees guide any other professional advisers they have appointed. The Deputy Treasurer is 
supported by the financial adviser/bookkeeper, the DEx Manager, and the DEx Administrator.  

In addition, the Deputy Treasurer will be expected to play an active part in developing a robust 
fundraising strategy and in assisting income generation. Like many charities, the ongoing coronavirus 
crisis is having a big impact on our funding, and is likely to for some time. An effective strategy for 
ensuring stable funding is vital to enable us to continue providing our essential services. 

Main role, accountabilities and responsibilities 

The overall role of the DEx Deputy Treasurer is to work with the Treasurer to maintain an overview of 
the organisation's financial affairs, ensuring its financial viability and ensuring that proper financial 
records and procedures are maintained through: 

• Working alongside and supporting the Treasurer, including standing in for her in her absence 

• Working with the honorary Secretary to ensure that the organisation complies with its governing 
document, charity law, company law and any other relevant legislation or regulations.  

• Working with the Treasurer to ensure the organisation applies its resources exclusively in pursuance of 
its objects (the charity must not spend money on activities which are not included in its own objects, no 
matter how worthwhile or charitable those activities are).  

• With the Treasurer, ensuring that the accounts and financial systems are in line with Company and 
Charity law and in accordance with regulatory requirements, and taking responsibility for keeping 
abreast of Company law and Charity law changes that affect financial matters. 

• Ensuring that appropriate accounting procedures and controls are in place and delegating the 
organisation’s financial activities appropriately. 

• Undertaking financial risk assessment/management. 

• With the Treasurer, being assured that the financial resources of the organisation meet its present and 
future needs, by: 

o Ensuring that the organisation has appropriate reserves and investment policies 

o Contributing to the fundraising strategy of the organisation  

o Keeping the Board informed and aware of its financial duties and responsibilities  

o Advising on the financial implications of the organisation's strategic plans 

• With the Treasurer, overseeing, approving and presenting budgets, accounts and financial statements to 
the Board and others where appropriate, including: 

o Ensuring that financial reports are prepared in a timely way and presented to the Board on an  
 agreed regular basis  

o Ensuring that the organisation's accounts are prepared in a suitable format 

o 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  



  

• Ensuring that accounts are audited/independently examined as required by law and examined in the 
manner prescribed by Companies House, the Charity Commission and funders, and ensuring that any 
recommendations of the Independent Examiners are implemented 

• Liaising with paid staff, freelancers and volunteers about financial matters where appropriate 

• Ensuring equipment and assets are adequately recorded, maintained and insured. 

Main responsibilities as a trustee 

• Contribute actively to the Board of Trustees’ role by giving firm strategic direction to the organisation, setting 
overall policy, defining goals and evaluating performance against agreed targets.  

• Safeguard the good name and values of the organisation  

• Be collectively responsible for the actions of the organisation and other Trustees  

• Ensure the effective and efficient administration of the organisation  

• Ensure the financial stability of the organisation and the proper investment of the organisation's funds  

• Protect and manage the property of the organisation  

• Attend meetings and read papers in advance of meetings  

• Attend sub-committee meetings and trustee/team workshops as appropriate  

• Participate in other tasks as they arise from time to time, such as interviewing new staff, helping with 
fundraising  

• Keep informed about the activities of the organisation and wider issues which affect its work.  

Personal Obligations    As a trustee, you will: 

• use any specific skills, knowledge or experience you have to help the Board of Trustees reach sound decisions; 

• fully scrutinise Board papers, be prepared to fully contribute to Board discussions; 

• provide advice and guidance requested by the Board on new initiatives or other issues relevant to the area of 

the organisation's work in which you have special expertise. 

• ensure that you comply with all of your obligations as a trustee required by law, the charity’s Articles of 

Association, and decisions of General Meetings;  

• disclose immediately any personal interest in any activity of the charity and take no further part in any Board 

or Committee discussion of that matter;  

• inform the Board of any other paid or voluntary roles you hold, ensuring that these leave you enough 

time to fulfil your role here. 

The commitment 

• Around six Board meetings a year, lasting approximately 2.5 hours. 

• Meetings dates are set a year in advance and are usually held on Thursday evenings. During the 
current crisis, our meetings are being held remotely. 

• We aim to send out papers for discussion at Board meetings a week in advance. Our trustees tell us 
that they usually spend between one and two hours reading the papers and preparing for the 
meetings.   

• Once a year we spend a whole day together to think about our future plans and to provide training to 
trustees as a group.  This is usually on a Sunday in October. 

• We also hold 2 or 3 workshops with some of the DEx team to work on specific issues together, these 
are currently held in the evening. 

• Outside of Board meetings, there will be additional contact – usually by email, remote face to face, or 
telephone. 

• Although the role is unpaid, we will reimburse reasonable expenses such as travel. 
 

The duties and responsibilities highlighted in this Role Description are indicative and may vary over time. 


