Administration officer
Location 

Civic Centre, Uxbridge 

Group 

Hillingdon Credit Union Ltd
Position Type 

Part time 9am to 1pm 
Contract hours 

20 Hours

Salary (£) 17,745 to 18,500 pro rata
Closing date for applications 

5th September 2017 
About Hillingdon Credit Union

Hillingdon Credit Union is a thriving co-operative business currently based in the Civic Centre. HCU has a growing and active membership base of around 2500 with a savings base of c£3.5m, the bulk of which is lent to the member base. 
About the job

You will be part of a team of four part time staff with additional support from a board consisting of a number of volunteers. The main thrust of the job will be undertaking time critical payments in respect of our special product offering, and as such will require morning hours, although there is a degree of flexibility. The role will extend to supporting other members of the office and assisting in the growth of HCU from building links with local businesses. 
This role is NOT part of LBH employment and is subject to a stand alone contract.
About the person

With your demonstrable experience of Office Working and the use of computer based systems, this is your opportunity to excel in a challenging yet highly rewarding role. Having responsibility for managing special projects you will ensure that desired outputs and outcomes are achieved. You will be the direct contact for both members and outside organisations. 

A confident communicator you’ll feel comfortable discussing personal financial issues with individual members. You will be highly self motivated, well organised and able to use Excel databases. Full training will be provided.
Additional information

We are committed to serving all residents and workers in the Hillingdon area and ensuring where possible financial inclusion. Applicants should be aware that the post will be subject to a structured interview and will only be offered to the successful candidate, subject to employment clearances. 
 

 

For a copy of the job description and application please contact the office on 01895 250958 or e-mail info@hillingdoncu.co.uk
