Guadalupe Home & School Club

Treasurer

General Duties:

Treasurer shall prepare an annual budget, keep accurate records of all financial
transactions and shall prepare monthly bank statement reconciliations

Generate and review monthly financial reports for month-end close and provide
them to the bookkeeping company.

Review journal entries and financial records in QuickBooks to ensure accuracy.
Collaborate with the tax accountant to prepare and file necessary tax reports.
Review and verify corporate match requests in third-party donation systems.
Reconcile donations for GHSC-affiliated programs (i.e. Scouting America and Cub
Scouts.)

Maintain nonprofit certification in third-party portals, ensuring compliance with
regulatory requirements.

Respond to staff inquiries related to budget allocations and financial planning.
Address parent inquiries regarding donations and financial contributions.

Prepare and present monthly budget-to-actual updates to provide financial visibility
to stakeholders during the GHSC Board meetings.

Assist with ad hoc projects and financial tasks as needed to support the
organization’s operations.

Be present for monthly All Member GHSC Board Meetings.

Qualifications & Skills:

Experience with financial reporting, reconciliation, and nonprofit accounting
practices.

Proficiency in QuickBooks or similar accounting software.

Strong attention to detail and organizational skills.

Ability to communicate financial information clearly to various stakeholders.
Familiarity with tax filings, nonprofit financial regulations, and corporate donation
matching programs is a plus.


https://ghsc.net/

