Wisconsin College Personnel Association

POSITION DESCRIPTION

Treasurer

(elected position—2 year term)

General Description—The primary responsibility of the WCPA Treasurer is to establish an annual budget, distribute funds, and maintain financial records.  This position liaisons with the President.  The Treasurer should also be registered as an ACPA member during his or her term.
Market the Organization

· Represent WCPA in a positive manner.

· Seek opportunities to talk about WCPA on your campus and across the state.

· Participate as requested in events (fairs, conferences, etc.) to promote WCPA.

Recruit and Maintain Members

· Get to know the Chief Student Affairs Officer, faculty members, or other relevant leaders on your campus and engage their support in promoting WCPA.

· Maintain the member database and ensure that member’s dues are accurate.

Improve and Maintain Communication

· Participate in regularly scheduled meetings of the WCPA Board.

· Bring forward concern/issues of the membership.

· Establish an annual budget which is approved by the board and placed on our web page.

· Handle all correspondence, questions, and concerns regarding financial status.

· Send out monthly budget summaries to the WCPA Executive Board.

· Encourages appropriate spending of WCPA funds for continued WCPA advancement.

Increase Diversity

· Make connections with state student affairs professionals under-represented in WCPA.

Enhance Professional Development

· Stay informed about trends, information and issues in the profession and seek ways to incorporate that into the delivery of our services.

· Shoulder-tap colleagues to present at the conference(s).

· Attend and participate in the annual conferences as reasonably able.

· Shoulder-tap people for Board and committee participation.

Information and Materials to Bring to Board Meetings:

· Printed quarterly balance sheet with deposits and withdrawals.

· Any concerns/questions you have received about our finances.

· Approved budget with current balances.
