Choniters

The Milwaukee Choristers, Inc.

Board Treasurer Position
General Description

The Treasurer, an appointed, non-voting officer on the Board of Directors, is responsible for accurate
management of the finances of the Milwaukee Choristers, as well as researching and managing
financial strategies. The Treasurer advises the Board on investments, insurance policies, and the annual
budget process. They also oversee the work of the Staff Accountant, who manages state and federal
tax accounts and filings, state and federal regulatory compliance, and bookkeeping. This board
position works collaboratively with staff and other board members to ensure timely and accurate
financial management across the organization.

Term
One year, renewable. Fiscal yearis August 1 to July 31.
Reports to

Board of Directors

Time Commitment
Varies, typical range is 3 - 5 hours per month

DUTIES AND RESPONSIBILITIES

Meetings and Reports
e Aftend scheduled Board meetings on the third Monday evening, August through November,

January through May, and special meetings as needed.

e Review and present financial reports at Board meetings.

e Oversee and monitor the bookkeeping, tax, and regulatory compliance work of the Staff
Accountant to ensure timely completion

Investments & Banking
Consult with and advise Staff Accountant in managing cash flow between money market mutual fund

and checking account

Insurance
In conjunction with the Finance & Investment committee, obtain quotations for adequate insurance
coverage in the areas of:
e Directors & Officers Liability (liability for the acts of directors, officers, and employees with
regard fo third parties)
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General Liability (public liability at concerts and other outside activities),
Property Damage Liability (music library),

Business Auto (driving trailer containing risers to and from chorus events),
Inland Marine (physical damage for moving risers and musical instruments)
Workers Compensation (work-related injuries to employees).

With board approval, ensure that appropriate insurance coverage is bound and premiums paid.
Ensure that necessary documents such as certificates of insurance are obtained and sent fimely when
needed to concert venues that request them.

Committee and Board Director Support
This position works closely with the Fundraising Committee, the Administrative Coordinator, the Staff

Accountant, and other Committees and/or Board Directors to ensure the flow of information needed
to carry out their duties in a fimely manner. In turn, these positions maintain the flow of information
needed by the Treasurer and Staff Accountant o pay invoices, reimbursements, and manage
incoming payments such as membership dues, donations, grants, etc.

Budget Process
Beginning early in the calendar year, provide support to the Board and any compensation committee

for budget planning for next fiscal year.
e Prepare/update historical spreadsheet of compensation data for all paid employees.
e Prepare a projected budget based on previous budgets, actuals, and increases in costs,
including staff compensation for board/committee review and discussion.

Expectations of All Board Members

Behave in an exemplary manner during rehearsals and performances

Attend and participate in meetings on a regular basis, and special events as able

Participate on a standing committee, and serve on ad-hoc committees as necessary

Be proficient in electronic communication

Be alert to community concerns that can be addressed by the mission, objectives, and

programs of the Milwaukee Choristers, Inc.

e Help communicate and promote the mission and programs of the Milwaukee Choristers, Inc. to
the community

e Be familiar with the finances, budget, and financial/resource needs of the Milwaukee
Choristers, Inc.

e Understand the policies and procedures of the Milwaukee Choristers, Inc.

e Financially support the Milwaukee Choristers, Inc. in a manner commensurate with one’s ability

This is a pro bono (volunteer) Board position.

Send questions and/or your resume and a brief letter of interest to_info@milwaukeechoristers.org.
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