STATE TREASURER
Job Description

The State Treasurer is responsible for the ongoing financial operations of the Texas State Organization of the Delta Kappa Gamma Society International and its facility.  Operations are centered at the Headquarters Building in Dallas.  
The position is four days a week and may require occasional weekend responsibilities.  Because it is administrative in nature and compensated with a salary, it is exempt from overtime pay.  Health insurance coverage is not provided.  Vacation and sick leave benefits are included. The person serving in the position must present a positive public image.
Desired Qualifications
· Active membership in the Society  (desired, but not required)
· Ability to apply basic accounting (QuickBooks) and budgeting techniques

· Ability to use and manage technology in an efficient and productive manner
· Effective verbal and written communication skills
· Self-motivated and task oriented individual
Duties and Responsibilities

· Receive all monies and acknowledge the receipt

· Maintain and reconcile bank accounts of all state level funds

· Pay all bills approved by the State President in accordance with the budget adopted by the State Board, and make payments from all funds in accordance with adopted policy
· Collect and process dues and fees and remit to International.

· Maintain individual chapter files 
· Prepare quarterly financial reports for the State President and Finance Committee Chairman, and other special financial reports as requested.
· Prepare the financial records of the state organization for audit and provide appropriate materials as requested 
· Prepare payroll, quarterly/annual payroll reports and sales tax reports using  the Quickbooks payroll module
·  Work at the direction of the State Executive Secretary to complete assigned   duties

· Perform any other duties pertaining to the position or as assigned by the State President
Salary:
Based by budgeted amount recommended by the Personnel Committee
