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	Job Title
	VP Finance

	Reports to
	HRMA President

	Time Commitment
	___ hours/week

	# Positions
	1

	Job Description

	OVERVIEW
Association Overview
The Brock Human Resource Management Association (HRMA) was established to encourage students with an interest in Human Resources to learn about the industry by networking with professionals, attending events focused on various areas of HR, as well as participating in experiential learning activities directly related to HR. 

Role Overview
The Vice President of Finance is responsible for the planning, controlling, and distribution of the financial resources of HRMA. This includes the preparation and planning of the annual budget. He or she will also keep a record of all receipts and use them to update the budget whenever it is needed to. At the end of the year, evaluation of the budget is carried out to implement improvements for the next year. Aside from the financial aspects of HRMA, the vice president of finance will aid the HRMA team in the planning and implementation of the team’s plans and objectives for the year. 

DESCRIPTION OF ROLE
· Create the annual budget
· Research and find out the best allocation for the fundings 
· Check to see if the budget agrees with the association’s plans and objectives 
· Update the budget periodically with actual purchases
· Maintain the budget’s accuracy
· Follow the budget to ensure spending allocations are correct
· Manage the distribution of financial resources
· Keep a record of all receipts 
· Prepare the financial reports
· Evaluate the budget
· Analyze and point out overspendings and the reasons for them
· Give suggestions for HRMA’s budget for the next year
· Working closely with the team 
· Attend all meetings
· Come up with new and better ideas to improve HRMA throughout the year
· Complete all delegated tasks
· Any miscellaneous work that is needed to be done
· Help other group members who have a heavy work load
· Required to help out during HRMA events

REQUIRED SKILLS & EXPERIENCE 
Knowledge, Skills, and Abilities
· Able to work effectively in a team, as well as individually
· Preparation of financial statements
· Attention to details
· Decision making skills
· Excellent time management skills
· Demonstrate good ethics
· Willing to learn 

Education and Experience
· Must be a full-time student in the Faculty of Business (either accounting or finance majors) for the 2012/2013 academic year
· Must have completed a minimum education level of 2nd year university
· Must be in good academic standing

	Note
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of this role. All Executive members may be required to perform duties outside of their normal responsibilities from time to time, as considered necessary.
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