
Woodinville Toddler Group 
Job Description 
Treasurer 

  
 

Summary: The treasurer is responsible for managing the long-term financial needs of 
Woodinville Toddler Group (WTG). Key responsibilities include managing the annual budget, 
preparing monthly budget reports for meetings, and handling confidential information of 
scholarship applicants. Prepare and email quarterly tuition invoices, send tuition rosters to class 
coordinators, collect tuition checks, and make timely deposits. Coordinate quarterly teacher 
payroll, pay invoices, review and pay check reimbursement requests, and work with the 
Secretary to reconcile the checking account each month. Use Quickbooks to send tuition 
invoices, record payments and deposits. 
 
Estimated Time Commitment:  15-25 hours/month; Variable 
 
Duties: 
Accounts Receivable: Use Quickbooks to generate and email invoices to families prior to the 
start of each quarter. Update tuition rosters for class coordinators each quarter. Follow up with 
families as needed. Check the deposit boxes weekly.  
 
Receive Payments: Most registrations fees are received in spring, and more slowly during 
summer and school year. Tuition is collected at the beginning of each quarter (fall through 
spring). 
 
Deposit Checks: Visit the bank in person to deposit checks on a regular basis. 
 
Accounts Payable: Check the green crate weekly during school year (work with Registrar 
during summer to receive mail). Review and pay invoices and check requests that have been 
received. Record expenses in Quickbooks, write checks for each invoice or completed 
reimbursement form from board members for approved purchases. Make sure that all checks 
have two signatures.   
 
Fee Waivers: Work with Fee Waiver Committee to approve all fee waiver applications. Update 
records for approved waivers. 
 
Payroll: Work with payroll company to confirm payment to teachers is processed on time. 
Provide documentation as needed for new teachers and yearly taxes.  

 
Budget: Create a yearly budget in June for the following fiscal/school year. Update and send 
the monthly budget prior to the board meeting. Present and explain the budget at the monthly 
WTG board meeting. Assure a working budget is in place and approved for the school year and 
make revisions as recommended by the current board, if necessary. Work with the President to 
determine when to present recommendations for tuition and reservation fees for the following 
year to the board for discussion and vote. 
 
Bookkeeping: Work with Secretary to reconcile the checking account every month. Coordinate 
a committee to conduct an Annual Audit (form supplied by LWIT), at the end of your term. Audit 
results need to be submitted to the Parenting Education Coordinator at LWIT. Keep paper and 
electronic files organized and up-to-date. Work with accountant at year end. 
 
Business Licenses: Renew the corporate license in February. Renew the Annual Charities 
Registration in May. 
 
Miscellaneous: For monetary donations received, work with the Secretary to provide a “thank-
you.” Confirm insurance through LWIT.  Renew employment agreements with instructors at the 



end of the school year for the following school year. Attend Treasurer Training in June 
conducted through LWIT Parenting Education Program. Provide financial summaries to families 
and member meetings as needed. 

 
Board Duties: Attends all monthly board meetings. 
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