Job Title: Treasurer
Organization: Michigan Amateur Hockey Association (MAHA)

Job Summary:
The Treasurer of the Michigan Amateur Hockey Association (MAHA) is responsible for managing the financial operations of the organization. This role involves overseeing accounts payable and receivables, maintaining financial records, preparing financial statements, and ensuring compliance with accounting standards. The Treasurer works closely with the Audit Committee, the Board of Directors, and external auditors. Time commitment varies based on the season, with a minimum of 5 hours per week during slower periods and up to 20 hours per week during peak times.

Time Commitment:
· Slow season: 5 hours per week
· Peak season: Up to 20 hours per week
· 
Key Responsibilities:
1. Accounts Receivable:
· Daily:
· Review SportsEngine financial payments and download registration summaries.
· Update bank transactions in QuickBooks Online (QBO) and categorize receipts.
· As Necessary:
· Prepare and deposit any received checks, ensuring they are entered into QBO.
· Monthly:
· Reconcile bank receipts with Sports NGin reports and prepare journal entries for 3rd party payment processing fees.
2. Accounts Payable:
· Daily:
· Clear presented checks and match bank transactions.
· Enter credit card transactions and process reimbursement requests.
· Enter supplier invoices into QBO after obtaining proper approvals.
· Weekly:
· Print checks for suppliers and MAHA Directors, and upload check files to the bank.
· Monthly:
· Send payment reports to the Audit Committee.


3. Banking:
· Monthly:
· Download and reconcile bank statements, uploading reports to QBO.
· As Necessary:
· Transfer funds between accounts to maximize interest and process refunds.
4. Financial Statements:
· Weekly:
· Review the Profit and Loss Statement to ensure accuracy.
· Monthly:
· Prepare and distribute reports, including the Balance Sheet and Profit and Loss Statements, to the Audit Committee.
· Annually:
· Prepare Profit and Loss Statements for auditors and assist in the audit review process.
· Prepare the annual budget for Board of Directors and Congress approval and complete required state filings.
5. Miscellaneous Tasks:
· Send payment reports to District Chairs for payments received on their behalf.
· Process refunds for events like Mite Jamborees and PDC registrations.

Additional Responsibility:
Chairperson of the MAHA Player Scholarship Committee:
· Time commitment varies, with approximately 10 hours per week during the scholarship application period.
· Manage the scholarship application process, including receiving and reviewing applications, contacting associations, and distributing awards.

Qualifications:
· Strong understanding of accounting principles and proficiency in QuickBooks Online.
· Experience in financial management and reporting, preferably in a nonprofit setting.
· Attention to detail and ability to manage multiple tasks.
· Strong communication skills for interacting with the Board of Directors, staff, and external partners.

This position is crucial to ensuring the financial integrity and operational success of the MAHA. The Treasurer’s efforts directly support the organization’s mission to advance amateur hockey in Michigan.
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