Role /Job Description for a Credit Union Director

Responsible to:
MEMBERS

Purpose of the Role/Job

The main purposes of the job are to:

· Set policy, develop the Credit Unions strategic and tactical plans.

· Ensure that the Credit Union operates within the law, rules and the Credit Union’s policies and procedures.

· Ensure that the Credit Union is maintained in a sound financial condition.

· Develop and review the Credit Union’s mission, long-term objectives and strategies through a comprehensive business planning cycle.

· Communicate with members in order to inform the business planning process and provide feedback to members.

· Review the progress of the Credit Union towards its business plan objectives

· Evaluate the services that the Credit Union provides.

Specific Duties:

· Ensure that the Credit Union is in a sound financial position, and that its assets are protected against unauthorised or illegal tasks.  Designate signatures for signing cheques, authorise borrowing, set investment policies provide for appropriate insurance cover and recommend dividends.

· Establish policies or make sure that they are established, and approve them for all Credit Union activities.

· Ensure that new products and services are developed in line with member needs.

· Approve the Credit Unions budget on an annual basis and monitor progress throughout the year.

· Hire the Credit Union staff, define their job descriptions, and review their progress in the job, in attaining the Credit Union’s goals and objectives.

· Attend Board meetings and any sub-committee meetings. Attend external meetings and events on behalf of the Credit Union.

· Report to the members at the annual general meeting and at appropriate opportunities throughout the year.

Role/Job Description for a Supervisory Committee Member

Responsible to:

MEMBERS

Purpose of the Role/Job

The main purposes of the job are to:

· Monitor compliance with the law, model rules and policy.

· Review the progress of the Credit Union towards its business plan objectives.

· Ensure that operating practices and procedures safeguard the members’ assets.

Specific Duties:
· Ensure that the Credit Union complies with the law, Rules and the Credit Union’s policies and procedures.

· Attend Board meetings and any Committee meetings and monitor performance and attendance.

· Suspension of officers if required.

· Report to the members at the annual general meeting and at appropriate opportunities throughout the year.

· Report to the Board of Directors on a regular basis.

· Undertake regular internal audits.

· Monitor the internal control system.

Role/Job Description for a Money Laundering Reporting Officer

Specific Duties:

· Ensure money laundering prevention policy and procedures, and systems of control are complied with.

· Receive reports on suspicions of money laundering activities and investigate reported suspicions.

· Report suspicions of money laundering to NICS.

· Maintain written records of all suspicions forwarded and action taken.

· Ensure all employees and volunteers are trained in money laundering reporting procedures

Role/Job Description for Collectors

Specific Duties:

· Provide Information about the Credit Union to members and potential members at collection points and Credit Union offices.

· Provide information and appropriate forms to members wishing to apply for loans or share withdrawals.

· Enrol new members, providing assistance in completing forms where required.

· Take deposits and loan repayments from members and record transactions accurately following standard procedures.

· Total and reconcile records with cash collected.

· Ensure cash is banked complying with legislation and Credit Union procedures.

· Report any suspicions of money laundering to the Money Laundering Reporting Officer.

Role/Job Description for President / Chair

Responsible to:             Board of Directors and Members

Specific Duties:

· Chair all meetings of the Board of Directors and members meetings and sign minutes.

· Report to members at the Annual General Meeting.

· Undertake public representation of the Credit Union as requested by the Board of Directors.

In the absence of the President / Chair the Vice President / Vice Chair will undertake these duties.

Role/Job Description for Treasurer

Responsible to:             Board of Directors 

Specific Duties:
· Supervise the work of the treasury team.

· Ensure that sound financial accounting systems are maintained.

· Ensure that all required financial returns are submitted to the FSA on time.

· Report to the Board of Directors on a monthly basis, providing accurate and up to date financial statements.

· Ensure that all cash is deposited in accordance with the law and policies of the Credit Union.

· Ensure the security and integrity of any information technology systems used by the Credit Union.

· Submit accounts for audit at least once a year.

· Establish and maintain a satisfactory system of credit control.

Role/Job Description for Secretary

Responsible to:             Board of Directors 

Specific Duties:

· Give proper notice of all meetings of the members and the Board of Directors and ensure that all relevant documents are circulated as necessary.

· Ensure that minutes of all meetings are taken and kept securely.

· Ensure all correspondence is dealt with promptly.

· Ensure an efficient filing system is established and maintained.

Role/Job Description for Credit Committee Member/ Loans Officers

Responsible to:             Members And Board of Directors 

Purpose:                       To assess loan applications

Specific Duties:

· Assess loan applications from members and ensure systems are in place to inform members of the decision.

· Interview and assist loan applicants as required.

· Report to the members at the Annual General Meeting.

· Report to the Board of Directors on a regular basis.

· Monitor Credit Union’s loan business and make recommendations on changes to the loans and credit control policies to the Board of Directors.

