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Assistant Treasurer


Your contribution to PrimeTime's vision

As the Assistant Treasurer, you will be supporting Treasurer at the forefront of managing PrimeTime's financial affairs, ensuring sound governance, operational controls, and compliance with statutory requirements and best practices. You will play a pivotal role in driving PrimeTime’s financial sustainability by leading financial planning for initiatives and partnerships. This is a unique opportunity to champion the interests of a leading business and professional women’s association in Singapore, serving its diverse membership from over 30 countries since 1997.  


Your Main Responsibilities

· Financial Management: Manage the financial activities of PrimeTime, including budgeting, forecasting, and financial planning. Maintain accurate financial records and ensure proper bookkeeping, including income, expenses, and assets. Monitor cash flow, manage banking relationships, and oversee financial transactions, ensuring compliance with internal controls and financial policies.
· Financial Reporting: Prepare and present financial reports including monthly statements and annual financial statements to the Board, highlighting key financial metrics, risks, and opportunities. Work closely with external auditors, to ensure compliance and timely filing of financial reports
· Budgeting and Financial Planning: 
· Lead the budgeting process, working closely with the Board to develop an annual budget that aligns with PrimeTime's strategic priorities. 
· Monitor budget performance, analyse variances, and provide regular financial updates to the Board.  
· Collaborate with the Board and Finance team to provide financial insights, guidance, and recommendations. 
· Identify opportunities for cost optimisation, revenue generation, and financial sustainability.
· Maintain Key Policy Documents: Expense Policy, Budgeting and Cash Reserve Policy 
· Attendance at PrimeTime events: Attend and support PrimeTime events to stay on the pulse of the PrimeTime community.
· Board Orientation and Succession: Each PrimeTime Board Member is required to participate in a Board Orientation Day at the commencement of their term; identify, mentor, and support PrimeTime member(s) to develop a succession plan and volunteer team for their portfolio; and, at the conclusion of their term, provide a comprehensive handover file and reasonable coaching support to ensure a smooth and effective transition to their successor.

How does this job interact with other Board members?
· Assistant Treasurer: Co-ordination of financial information.
· 1st VP: Acts as advisor to Treasurer.








What volunteer support is needed to perform this job? 
· . 

Is this position a key contact with any outside organizations?
· Bank and external auditors


We want to hear from you if you …
· Are passionate about championing women's empowerment and leadership. 
· Are a qualified finance professional.
· Have proven experience in financial management, budgeting, and financial analysis, preferably in a non-profit or similar organisation.
· Have strong knowledge of financial regulations, accounting principles, and best practices in non-profit financial management.
· Are proficient in financial planning, budgeting, analysis and reporting.
· Have excellent communication skills, with the ability to convey complex financial information to diverse stakeholders.

Time requirement: ~15h/month
The above number is an approximation, including attending a PrimeTime Board meeting, handling the Treasurer responsibilities, and attending PrimeTime events. 


· Preparation for and attendance at board meeting (4) 
· 2nd Thursday meeting (3) 
· SIG event (3)
· Monthly banking activities, keying in income/expenses and bank reconciliation (3)
· General queries (2)


For further details, kindly reach out to the Secretary at: secretary@primetime.org.sg
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