PLEASE POST


               Interim Treasurer Position

Qualifications:
· Current SEA Member or former SEA Member who is an NEA/MTA retired member
· Communication skills
· Finance and Accounting knowledge
· Willing to learn membership software (Labourware) and Quickbooks 
· Data entry skills
· Adhere to deadlines 
· Conscientious and organized
· Detail oriented
· Be able to work consistent hours to ensure timeliness & workflow

Time Commitment:  Average 7-9 hours per week September - June 
Summer Commitment: 90 hours (may be used to cover the SEA office during business hours)
Stipend:  $5,500
Summer stipend: Per Diem Rate up to 90 hours

      The Interim Treasurer shall be responsible for the following:  Shall hold the funds of the Association and disburse in accordance with budgeted authorization. Maintain monthly records of all income and expenses paid out including, but not limited to, record keeping for expenditures, reimbursements, and billing incurred through any grants. File all required forms to MTA, IRS, and Secretary of State by stated deadlines. Reconcile monthly bank statements keeping accurate receipts and disbursements and shall report to each meeting of the Executive Board, Legislative Board, and the General Membership. Prepare and organize all materials for annual audit. Shall attend MTA Summer Leadership Conference Treasurer Classes or attend Treasurer Classes when offered by MTA. Complete annual Insurance Audit for Workers Comp Insurance. Shall calculate, complete and send quarterly reports to MTA for Local Office Support. Attend Executive and Legislative Board meetings. Act as consultant to the Finance Advisory Committee to establish proposed budget for the upcoming year. Sign checks and oversee other financial matters. Perform all other functions charged to this office. Time commitment must be consistent for flow of office and timeliness.  

[bookmark: _GoBack]If you are interested, submit your letter of interest by September 28, 2023.  Please include experience and skills applicable to the qualifications.  We will contact qualified applicants to schedule an interview.

Send your letter to one of the following:  

Mail to:  Springfield Education Association, 1000 Wilbraham Rd, Springfield, MA 01109

Email:  contact@seateachers.com  (please put Interim Treasurer Position in subject line.)  
Fax:  (414) 783-8812 (please put Interim Treasurer Position in subject line.)
Rev-2023 Asst. Treasurer


