
 
TREASURER 

For Teddington Old People’s Welfare Association 
(T.O.P.W.A) 

Managing Elleray Hall Social Centre 
Charity No 1150261 Company No.8322991  

 
Treasurer’s Responsibilities 

• To ensure that the organisation’s funds are used in accordance with the Memorandum and 
Articles of Association, Management Committee decisions and funders’ conditions. 

• To keep the Management Committee informed of all financial matters.  
• To maintain a record of all assets and liabilities. 
• To liaise with the bank in relation to the financial affairs of the organisation and be prepared 

to be a signatory on CAF bank accounts. 
• To prepare Management Accounts, budgets, forecasts and cash flows as required. 
• To prepare Annual Budgets for the Management Committee’s final approval once funding 

has been agreed. 
• To be responsible, once the budget is set to maintain the overall costs within that overall budget 

providing the income stream is maintained. Where the income stream is reduced or increased to 
be responsible to the Management Committee for the production of a revised Budget or 
Forecast. 

• To prepare Draft Annual accounts for the Auditor’s preparation of the Final Annual Accounts 
in accordance with Charity and Companies House requirements. 

• Ensure that the accounts are reviewed and agreed by the Trustees/Directors before being 
submitted to the Auditors and presented at the Annual General Meeting. 

• To be responsible for Charity Commission and Companies House returns.  
• Ensure that the legal requirements are fulfilled under the legislation for Charities, Companies, 

Taxation and Money laundering. 
• To exercise the authority to alter these procedures for a temporary period, in emergency 

situations.  
 
Introduction to Elleray Hall 
Elleray Hall provides a service for adults, with emphasis on the elderly and is based in the centre of 
Teddington. The centre aims to enhance the lives of its members by providing a safe welcoming and 
stimulating environment where people can socialise and participate in the activities on offer. 
 
The centre’s main funding is administered by Richmond AID via a contract with Richmond Council. 
We also receive further help for our activities and some staff salaries from other local charities. The 
social centre is open Monday to Friday 9.30am to 4pm. Our membership stands at 200 and the 
approximate daily attendance is 45. Members are offered a reasonably priced hot two course meal and 
a comprehensive range of activities, as well as subsidised services which include hairdressing, 
chiropody, and manicures. Regular day trips are arranged along with Christmas, New Year and Easter 
parties. We also hold a monthly Saturday tea party. Transport can be requested for people with 
disabilities.  
 
We have a small dedicated staff team who all report to the Board of Trustees. At the moment we have 
10 Trustees, with diverse areas of expertise. Four of whom are also members of Elleray Hall. We are 
also reliant on our band of volunteers without whose help we could not provide all the services offered. 
 
Please look at our website www.ellerayhall.com. This will give you an insight into what happens at the 
centre and demonstrates what a vibrant community Elleray Hall is. 
 



Commitment 
• The Treasurer will be expected to attend a Trustees’ meeting for approx. two hours every two 

months.  
• The Treasurer will need to spend some additional time overseeing the accounts, preparing 

reports for the Board of Trustees and preparing end of year accounts. 
• The Treasurer will be required to communicate with our auditors when necessary. 
• The Treasurer must demonstrate a willingness to be available to the Trustees and staff for 

advice and enquiries on an ad hoc basis. 
 
Skills and Experience 
The Trustees would welcome applications from persons with an accountancy background preferably 
with experience of Charity and Company Law and to include: 

• I.T. Skills 
• Experience of financial management. 
• Well-developed analysis skills. 
• Ability to communicate clearly. 
• Good interpersonal skills. 

 
If you feel you could give your time and expertise in supporting this valued service within the 
community and wish to find out more about us, please come and visit us. Please phone our manager 
Kate Suttle on 020 8977 0549 to make an appointment with Joan Barnett, Chairman of the Board of 
Trustees, who will be more than happy to show you around. 
 


