R North American Native Plant Society

Assistant Treasurer Job Description
April 14, 2026

Assistant Treasurer

Reports to Treasurer
Is a Signing Authority.
Learns the role of Treasurer in order to act as a backup and with a view to eventually taking over.
Approves payments initiated by the Treasurer based on the invoice and Committee/Board expense
approval provided.
When Treasurer is absent, initiates payments and provides invoice and Committee/Board expense
approval for the third Signing Authority to approve.
Ensures there are no unexplained ABM withdrawals.
Tracks donations for tax receipts and sends out the receipts by January 31 of the following year.
Informs the following committees of all etransfers and cheques by forwarding them the etransfer
email or a photo of the cheque:

o Membership committee

o SeedEx

o Plant Sales
Assists in the design and set-up of the new financial system for NANPS

Qualifications

Required

e Strong skills with Excel spreadsheets

e Highly organized

e Takes initiative to document processes and decisions for communication with others
Optional

e Financial accreditation (CPA, CFA or other financial planning designation)

e Knowledge of Shopify, PayPal software

o Knowledge of business banking processes



