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ARMA Canada
Secretary-Treasurer


ARMA Canada is looking for a team-oriented volunteer to serve as Secretary/Treasurer.  

About ARMA Canada

ARMA Canada is one of the 9 regions of ARMA International.  The ARMA Canada Region Team is comprised of volunteers who are Canadian ARMA members dedicated to meeting the mission of ARMA Canada.  Each person on the Region Team has a day job, but devotes their spare time to completing the tasks required of their position for the benefit of ARMA Canada and their own professional development.

Job Description

Reporting to the Region Director, the Secretary/Treasurer is responsible for:

1. Capturing the minutes and materials for the region board of directors meetings.

2. Managing all financial matters for Region, including the control, disbursement and collection of Region funds.
3. Preparing in collaboration with the region team and managing the annual conference and operational budgets.

4. Coordinating the preparation of financial materials for the Auditor.

5. Overseeing the work of the Bookkeeper.

Term

The Secretary/Treasurer position is a two-year term starting immediately and ending June 30th, 2020. 

Qualifications

· Is an ARMA member in good standing;

· Has good experience in accounting or treasury work.

· Has good attention to detail;

· Has excellent interpersonal skills to succeed working alone or in a group.
· Takes ownership

· Takes initiative

· Focuses on continuous improvement

· Acts with integrity

· Collaborates with others

Benefits

Although this is a volunteer position, which receives no remuneration, ARMA Canada will provide the Secretary/Treasurer with complimentary registration, travel, accommodations and meals to attend the ARMA Canada Conferences during their term.
To Apply

Please send an application letter/resume to the Region Director by Friday, March 15, 2019.

For more information, please contact the Region Director
