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Girl Guides of Canada, Nova Scotia Council

PROVINCIAL FINANCE & AUDIT COMMITTEE CHAIR

Position Description


Approved May 2006, Rev Nov 2009, Aug 2010

Mission

Girl Guides of Canada-Guides du Canada enables girls to be confident, resourceful and courageous, and to make a difference in the world.
Purpose

To review and monitor the financial management of all Girl Guides of Canada, Nova Scotia Council moneys, investments, and assets.

Accountability

Provincial Council

Responsibilities

· Advise the Provincial Treasurer on matters regarding the best financial management of resources.

· Be an authorized signing officer of Girl Guides of Canada, Nova Scotia Council, and be available to sign cheques when required.

· Attend Nova Scotia Provincial Council meetings and report as needed.

· Plan and chair Provincial Finance and Audit Committee meetings.
· Ensure the review and auditing of all Area books as part of the fiscal year-end report.

· Work in conjunction with the Provincial Commissioner to resolve non Compliance Financial issues.

· Work closely with Provincial Treasurer to plan, coordinate and deliver provincially sponsored workshops.

· Conduct orientation with all Finance & Audit Committee Members.
· Attend Provincial Networking Finance & Audit Conferences, submit reports accordingly, and bring forward suggestions and proposals from the Finance and Audit Committee.
· Provide quarterly written updates and an annual report to the Provincial Treasurer 
· Receive regular reports from, and keep current on, the work of Finance & Audit Committee Members.
· Complete Budget Request Forms and working papers in preparation for annual budget.
· Ensure current resource materials are maintained in the lending library at the Guide Office as appropriate.
· Ensure an inventory of all equipment, belonging to GGC and managed by the Finance Committee, is maintain on file at the Guide Office.
· Monitor the finances of the Finance & Audit Committee and approve and sign expense claims for Finance & Audit Members.
· Update the Finance & Audit Committee Minute Binder at Guide House with meeting notes and reports.
· Promote and support two-way communication between all levels of Guiding. 
· Create and submit articles, on a regular basis, for inclusion in Coastlines and for posting to the Provincial website and comply with media copyright laws. 
· Ensure that planned activities are aligned with the GGC Strategic Priorities. 
· Adhere to the Oath of Confidentiality and the Code of Conduct of GGC

Term

The term of office will be as outlined by the By-laws of Girl Guides of Canada (a three-year term with a possibility of a two-year extension).
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