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Help shape the future of the Audio Description Association by joining our Board of Trustees.
Are you financially minded and looking to use your business skills to make a meaningful difference? We are seeking a Volunteer Trustee Treasurer to join our Board and help ensure the financial sustainability and good governance of our small but impactful charity.
This is an excellent opportunity for someone who wants to contribute their financial or small business expertise to a worthwhile cause without a significant time commitment.
The Audio Description Association (ADA) is the definitive body related to audio description in the UK. Our mission is to improve the experience of blind and partially sighted attenders at live performance, museums, galleries and heritage sites, and on-screen by supporting the provision of audio description (AD) services, in particular raising quality and standards of provision through the creation of AD curricula for training and trainees.
We are a membership-based organisation, run by an Executive Committee of volunteer trustees with a broad mix of skills and experience, and supported by a part-time, administrator. 

Who we're looking for
As a small charity with an annual income of just over £20,000 and only a handful of monthly financial transactions, the responsibilities of the Treasurer are straightforward for anyone with experience of running a small business. Experience in financial management is important but accountancy qualifications are not required, neither is previous charity experience. We will provide support and an induction into the role. 
We welcome applications from people who have:
· Experience in financial management, bookkeeping, accounting or for example experience of using Quick Books / Xero for small enterprises.
· Experience in administration of customer records and completing statutory returns.
· Good organisational skills and attention to detail.
· The ability to explain financial information clearly to non-financial colleagues.
· An understanding of small business financial controls, or a willingness to learn.
· A commitment to the values and aims of the charity.


What you'll do
We require a time commitment of approximately 2 – 4 hours per month for financial administration and reporting, with some additional time required at year end for preparation of the annual accounts. 
The role also requires attendance at quarterly Board meetings (online) and our Annual General Meeting. 
As Trustee Treasurer, you will:
· Oversee the charity's finances, ensuring compliance with regulatory, legal and charity accounting requirements and working with the Chair and Administrator to maintain robust financial processes, including payment approvals and internal financial controls, such as CAF banking requirements.
· Oversee the charity's day-to-day banking, with responsibility for authorising the small number of outgoing payments. 
· Prepare the charity's annual accounts and ensure they are ready in a timely fashion for inclusion in the Annual Report.
· Work with the Administrator to reconcile ADA annual membership payments (which number around 300).
· Monitor the charity's financial position and present financial updates at quarterly Board meetings and our Annual General Meeting.
· Provide guidance and updates for financial policies (e.g. travel and expenses) for fellow trustees where appropriate.

Why join us?
As Trustee Treasurer, you'll play a key role in ensuring our charity remains financially secure and well-governed, enabling us to continue delivering our mission. You'll work alongside a passionate and supportive Board while gaining valuable trustee experience and making a lasting impact.
If you're looking to use your business and financial skills to support a charity that makes a real difference, we'd love to hear from you. 

How to apply
Please send your CV and a brief cover letter, stating why you are interested in joining the Audio Description Association, addressed to: Edward Copisarow, Chair of Trustees at admin@audiodescription.co.uk  Please only send Word documents, pdfs cannot be easily read by a screen reader. 
Further information about our work is available on our website www.audiodescription.co.uk  If you would like to have an informal chat before deciding whether to apply, please get in touch via the same email address. 
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