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JOB DESCRIPTION

TITLE: 


Member Services Admin Assistant 

CONTRACT: 

Permanent
HOURS: 


37 hours per week 
SALARY: 


£13,650 per annum 
REPONSIBLE TO: 

General Manager

PURPOSE OF JOB

The Member Services Assistant is responsible for the day-to-day administrative duties of the Credit Union under the supervision of the General Manager.  
MAIN AREAS OF RESPONSIBILITY
1. Daily administration of the Credit Union Office

· general office duties / reception / telephone
· covering for the Finance Assistant in their absence

· ensuring confidentiality of records

· processing of incoming and outgoing post

· composition of letters as required

· maintenance of members records

· manual and electronic filing

· processing insurance claims

2. Administration of Credit Union within the guidelines set by the Credit Union Act 1979 and the Board of Directors Policies

· recording all financial transactions on CURTAINS computer system
· maintenance of financial systems and controls 

· administering loans and share withdrawals

· weekly preparation of loans for Loan Officer approval, entering on system and updating members records

· liaising with Loan Officer regarding loan approvals

· administration of Direct Debit authorities and Bankers Standing Order Forms

· issuing Pre-Paid Cards to members

· assisting with low level arrears and referrals to DWP for direct deductions

3. Advising members and potential members on the Credit Union aims, rules, services and benefits.
· Promoting ECU products and services wherever possible.

· Signpost people with debt issues to organisations such as Citizen’s Advice Bureau and other money advice centres.

· Establishing good working relationships with members

4. To implement the Credit Union’s equal opportunities policy and procedures

5. To carry out any other reasonable duties as required by the General Manager.

Essential
· Experience of working within a busy professional office environment

· Experience of dealing with a range of people and delivering excellent customer service skills
· Ability to learn new systems and procedures quickly
· Knowledge of data protection issues

· Effective interpersonal skills 

· Effective verbal communication skills
· Attention to detail

· Ability to establish and maintain good working relationships

· Ability to work on own initiative and to deadlines

Desirable

· Experience of working in a financial institution within a paid or voluntary capacity

· Knowledge of the British Credit Union movement

· Experience of working within a credit union in a paid or unpaid capacity

· Experience of working with financial systems

· Experience of volunteering and/or working with volunteers
Personal Qualities

· Organised

· Self starter

· Approachable

· Excellent Communicator

· Diplomatic

· Confident, can-do attitude

· Problem Solver

Other Factors
· Whilst ultimately responsible to the General Manager, day to day supervision of the post will fall to the Office Supervisor.

· Access to a car would be beneficial as the successful candidate may be asked to travel to other branches within the Credit Union Common Bond, although travel by public transport is acceptable.
· Must be prepared to work occasional evenings and weekends (sufficient notice will be provided)

