
East End Women’s Museum – Treasurer 

Role type:  Company director, unpaid
Min term:  Three years (3 month trial period)
Max term:  Five years
Reports to:  Fellow company directors
Works with:  Fellow directors, staff, volunteers, and suppliers
Time commitment:  Attend directors meetings in person or via Skype or conference call every 
month, and ensure availability for at least 8 hours per month to carry out tasks in between 
meetings. 
Location and equipment:  Largely home-based although ability to attend meetings and events in 
east London would be beneficial. Requires access to a private computer and secure internet 
connection.

About us

The East End Women’s Museum is a public history project established in 2015 to record, share, 
and celebrate women’s stories and voices from east London’s history. We put on events, 
exhibitions, and make resources for schools and researchers to use.

Our ultimate goal is to open a museum in a permanent home, but in the meantime we are a 
'kitchen table museum' without an office or a building, although we have secured some funding. 

In 2016 we became a Community Interest Company and currently have a board of three directors. 
We are shortly planning to recruit a small team of freelance staff and volunteers to deliver an 
ambitious programme of events and exhibitions throughout 2018.

We aim to:

 Research, record, and represent women’s histories from across east London.
 Challenge gender stereotypes and offer new role models for girls and young women, 

(especially those from marginalised groups).
 Build a long lasting resource for historians, schools, and community groups.
 Create opportunities for women and girls to gain new skills and the confidence to tell their 

own stories.
 Inspire and encourage civic participation, local activism, and community action.
 Support teachers, researchers, and other museums to uncover and include women's 

stories.

Overall role description

 Oversee the financial affairs of the organisation and ensure they are legal, constitutional 
and within accepted accounting practice.
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 Ensure proper records are kept and that effective financial procedures are in place.
 Monitor and report on the financial health of the organisation.
 Oversee the production of necessary financial reports/returns, accounts and audits.

Specific tasks

Strategy and governance

 Liaise with the rest of the board, relevant staff and/or volunteers to ensure the financial 
viability of the organisation.

 Make fellow board members aware of their financial obligations and take a lead in 
interpreting financial data to them.

 Report the financial position at board meetings (balance sheet, cash flow, fundraising 
performance etc).

 Oversee the production of an annual budget and propose its adoption at the last meeting of
the previous financial year.

 Ensure proper records are kept and that effective financial procedures and controls are in 
place.

 Appraising the financial viability of plans, proposals and feasibility studies.
 Lead on appointing and liaising with auditors.

Financial administration

 Undertake bookkeeping duties and/or oversee the finance volunteer/staff member ensuring 
posting and bookkeeping is kept up-to-date.

 Maintain the petty cash system and process petty cash and expenses claims.
 Regularly carry out bank account reconciliations.
 Arrange payments to creditors as appropriate and arrange appropriate signatures on 

payments.
 Make the necessary arrangements to collect payments from debtors and bank payments 

promptly.
 Support finance volunteer / staff member to maintain donor database.

Desirable qualities

 Knowledge and experience of current and fundraising finance practice relevant to voluntary 
and community organisations.

 Knowledge of bookkeeping and financial management, including payment processing via 
direct debit

 Familiarity with cloud-based payment processing and accounting software such as Stripe, 
GoCardless, Xero, or Quickbooks.

 Good financial analysis skills.
 Ability to communicate clearly.
 Interest in public history and community heritage.
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 Commitment to women’s rights and gender equality.

Apply

Please read the role description, then submit your CV, details of two referees, and a short personal
statement saying why you would like the role and showing how your skills and experience match 
the role description. 

Send to Sarah Jackson at eastendwomensmuseum@gmail.com with ‘Treasurer’ in the subject line.

Deadline: Wednesday 10 January

If you have any questions about the role please contact Sarah on 
eastendwomensmuseum@gmail.com
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