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NORTHWEST HUMAN RESOURCE MANAGEMENT ASSOCIATION






Treasurer

Functional Overview:
Serves as an elected member of the NHRMA Board of Directors with responsibility to facilitate the financial affairs of NHRMA.

Responsible To:
· NHRMA President
Responsibilities:
· Serves as a voting member of the NHRMA Board and is expected to attend and participate in all meetings of the Board.
· Maintains all financial records of NHRMA as required by law, generally accepted accounting practices and/or SHRM.

· Assesses the financial implications of proposed actions by the Board.  

· Observes the financial direction of the Board, recognizes possible financial problems and brings such problems to the attention of the Board for action.

· Receives, holds and safeguards in the capacity of trustee and financial agent, all funds for NHRMA.  Disburses such funds only for normal and usual uses unless the Board otherwise directs.

· Prepares, interprets and disseminates periodic financial status reports for approval by the Board.

· Prepares the annual budget of revenue and expenses and submits same for Board approval at its first meeting each year.

· Reviews NHRMA’s accounting and recordkeeping policies and procedures. 

· Recommends and /or implements changes as indicated to protect and ensure the financial health of NHRMA. 

· Represents NHRMA in the HR community. 

· Assists with other projects as requested. 
· Coordinates necessary documents with hired Accountant for 1099 and tax filings.

· Serves as a liaison between financial advisor and NHRMA Board of Directors offering guidance and recommendations for NHRMA investment portfolio.

Requirements:
· At least 5 years’ experience in a professional HR or related role.

· Reside and/or work in Alaska, Oregon or Washington. 

· Attend NHRMA board meetings and annual conference 

· Complete assigned activities in a timely fashion. 

· HR certification preferred (e.g., SHRM, HRCI, or related).

· Must be able to serve a one-year term beginning the 1st day of January and ending the last day of December. May be re-elected for two additional one-year terms.

· 
· Knowledge of basic accounting and investment practices.

· Basic knowledge of Intuit Quickbooks preferred.
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