AUSTRALIAN ENDURANCE RIDERS ASSOCIATION INC.

Position Description - Bookkeeper
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The position of Bookkeeper involves the processing of all the financial transactions of the Association into MYOB accounting software. The major activities are listed below.
Reporting

Prepare a detailed Balance Sheet and Profit and Loss Statement for each AERA meeting or as required from time to time by the Committee of Management. Attend each AERA meeting and present a financial report including the prepared Balance Sheet and P&L.

Annual Audit

Prepare and present draft financial accounts as at 31st December each year to the Associations auditors. Liaise with the auditors to finalize the Financial Accounts which are to be presented to the Associations AGM.  

BAS Returns

Prepare and lodge the quarterly BAS return in conjunction with our External Auditors.
Department of Fair Trading

Lodge appropriate annual returns with NSW Department of Fair Trading.

Banking

Ensure banking is carried out in a timely manner and approved invoices are paid on the appropriate due date. The Association utilizes on-line banking software to facilitate payments and access to real time bank account transactions and balances.

Manage the movement of surplus funds to/from higher interest bearing accounts as appropriate from time to time during the year.

Accounts Receivable

Ensure that invoices due and payable to the Association are paid on time. Liaise with the debtor if invoices are overdue and advise the AERA Executive if invoices are overdue greater than 45 days.

Quarterly Division Invoices;

Issue Membership and Endurance Horse registration returns to Divisions on a quarterly basis. Collate returns and issue appropriate invoice to divisions for Affiliation, Insurance and Endurance Horse registrations.

AERA meeting costs;

· Reimburse delegate travel expenses.
· Pay accommodation and breakfast expenses.
· Pay meeting room hire fee and catering costs.
· Calculate and invoice Divisions for their share of AERA Meeting Costs.
Insurance;

· Liaise with AON and provide details of memberships etc following each quarterly return.

· Pay AON as per agreed terms.

General Accounts Payable function:

There are numerous invoices payable during the year relating to;

· Affiliation and memberships fees to other organizations, e.g. EA and AHIC

· Honorariums and telephone/internet connections for other positions within the AERA structure.
· National point score trophies.

· Database development.

· Teleconference fees.

The Tom Quilty Gold Cup event:
The position has a significant involvement with several aspects of the Tom Quilty including;

· Manage and secure the stocks of buckles, team badges, replica cups and Pat Slater cups.

· Manage the purchase of and ensure sufficient stock of buckles, team badges, replica cups and Pat Slater cups. Significant liaison with overseas manufacturers.

· Dispatch buckles, team badges, replica cup and Pat Slater cup to each event and secure return of unused buckles, team badges.

· Calculate and invoice the Tom Quilty Committee for buckles used and the applicable Affiliation fees.
· Pay agreed AERA costs associated with the Tom Quilty such as travel fees for vets, or working AERA delegates etc.
Logbooks
· Manage and secure the stocks of Log books, yellow endurance stickers, plastic covers and rulebooks. 

· Manage the purchase of and ensure sufficient stock of Log books, yellow endurance stickers and plastic covers.

· Distribute as requested and invoice Divisions for Log books, yellow endurance stickers and plastic covers.

Asset Register

Maintain and update the AERA Asset Register including the name of the custodian of the asset. As part of the annual audit process, confirm in writing with the custodian that the asset is still operational and has not been scrapped or lost. 

Australian Endurance Squad (AES)
The position requires interaction with the AES Manager. The AES financial activities are recorded in the accounts in such a manner that an AES Profit & Loss is generated.

Activities involved with the AES include;
· Organizing Dues

· EA

· International horses overseas

· International Merchandise

· LNO’s

· FEI ride levy

· Reconciliation of funds spent 

· Banking
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