HILLINGDON CREDIT UNION

JOB DESCRIPTION

JOB TITLE:  
Treasurer
REPORTING TO: Chair, Supervisory Committee
(On behalf of Board of Directors)
HONORARIUM:  
£1,000 p.a. 
Main purposes of post
1. Manage, with the Board of Directors, the Board’s review of, and action related to, the Board’s financial responsibilities.

2. Oversee financial control of Hillingdon Credit Union (HCU)
3. Manage and report on HCU's finances

Duties & responsibilities
· Cause regular books of account to be kept

· Operate the HCU computerised accounting system and manual records in accordance with procedures 

· Render to the Board of Directors, on a monthly basis, an account of the financial condition of HCU 

· Work with the office manager, credit controller, other office staff and Board of Directors to ensure that appropriate financial reports are made available to the Board on a monthly basis.
· Oversee the work of the Reconciliation Officer
· Deliver an annual report at the Annual General Meeting (AGM)

· Assist the Board of Directors in preparing the annual budget, and presenting the budget to the Board and auditors for approval.

· Works with the Board of Directors to develop fiscal policies and long-term financial strategies to ensure the financial integrity and sustainability of HCU.

· Keep the Board currently informed of legal, regulatory and sector developments relating to the its financial responsibilities.

· Perform all other duties properly required of a Treasurer and of a Director by the Board of Directors.
· Attend monthly Board and other meetings as properly required by the Board of Directors, and to work occasionally outside normal office hours
Term of office

Three years, or until a successor is elected and qualified. The post-holder is eligible for re-election every three years as a Director and thence as Treasurer
Location 
The Civic Centre Uxbridge and elsewhere as properly required by the Board of Directors.
The post-holder will be expected to complete a six-month probationary period, prior to being offered the post permanently.
ANNEX: ROLE AND RESPONSIBILITIES – MEMBER, BOARD OF DIRECTORS

Function: Provide governance to HCU, represent it to the community, and accept the ultimate legal authority for it.

Duties:

• Planning

· Approve HCU's philosophy and review management's performance in achieving it 

· Annually assess the environment and approve HCU's strategy in relation to it.

· Annually review and approve HCU's plans for funding its strategy.

· Review and approve HCU's financial goals.

· Annually review and approve HCU's budget.

· Approve major policies.

• Organization

· Elect, monitor, appraise, advise, support, reward, and, when necessary, change staff management.

· Be assured that management succession is properly being provided.

· Be assured that the status of organizational strength and manpower planning is equal to the requirements of the long range goals.

· Approve appropriate compensation and benefit policies and practices.

· Propose a slate of directors to members and fill vacancies as needed.

· Determine eligibility for and appoint Board Committees in response to recommendations of the Nominating Committee.

· Annually review the performance of the Board and take steps to improve its performance.

• Operations

· Review the results achieved by management as compared with HCU's philosophy, annual and long range goals, and the performance of similar institutions.

· Be certain that the financial structure of HCU is adequate for its current needs and its long-range strategy.

· Provide candid and constructive criticism, advice, and comments.

· Approve major actions of HCU, such as capital expenditures and major program and service changes.

• Audit

· Be assured that the Board and its committees are adequately and currently informed -

· through reports and other methods - of the condition of the Institution and 

· its operations.

· Be assured that published reports properly reflect the operating results and financial condition of the Institution.

· Ascertain that management has established appropriate policies to define and identify

· conflicts of interest throughout HCU, and is diligently administering and enforcing those policies.

· Appoint independent auditors subject to approval by members.

· Review compliance with relevant material laws affecting the Union.

Person Specification
Job Title: Treasurer
	Skill
	Experience / Abilities
	Priority
	Method of Identification

	Operational Management
	At least 2 years project / senior management experience
	Essential
	Form/interview

	
	At least 2 years experience of financial management, preferably working in a bank, Credit Union or similar financial institution
	Essential
	Form/interview

	
	At least 1 years experience of supervising or managing staff or volunteers
	Essential
	Form/interview

	
	Experience of recruiting, supervising and motivating volunteers
	Desirable
	Form/interview

	
	Experience of securing and managing public grant funding
	Desirable
	Form/interview

	
	Experience of preparing and implementing systems and procedures to support service delivery
	Desirable
	Form/interview

	
	Experience of writing, implementing and reviewing business plans and strategic reports including financial forecasts
	Essential
	Form/interview

	
	Experience of reporting directly to an elected and /or volunteer Board or Directors or Management Committee
	Desirable
	Form/interview

	Quality Service
	Ability to establish clear targets, define plans and co-ordinate resources in order to meet them
	Essential
	Form/interview

	
	Experience of dealing personally with members of the general public from diverse social, ethnic and cultural backgrounds.
	Essential
	Form/interview

	Marketing
	Experience of establishing effective relationships with a range of stakeholders from all sectors (private, public and voluntary)
	Desirable
	Form/interview

	
	Experience of producing publications and marketing material
	Desirable
	Form/interview

	Other
	An understanding of and commitment to the social and commercial objectives of a Credit Union
	Essential
	Form/interview

	
	Awareness of Credit Union legal and regulatory framework
	Desirable
	Form/interview

	
	Awareness of financial exclusion and poverty issues
	Desirable
	Form/interview

	
	An understanding of local community involvement and volunteer development
	Desirable
	Form/interview

	
	Ability to use computer software packages including word processing, spreadsheets and databases
	Essential
	Form/Test

	
	Fully conversant with financial and management accounting practices.  Ability to interpret and analyse financial reports and statements
	Essential
	Form/ Test

	
	Good oral and written communication skills and the ability to communicate well with people from a variety of backgrounds
	Essential
	Form/interview

	
	A self-starter who is able to work on own initiative
	Essential
	Form/interview

	
	Good organisational skills and ability to work under pressure and meet deadlines
	Essential
	Form/interview

	
	Understanding of and commitment to Equal Opportunities
	Essential
	Form/interview
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