Vice President, Credit Union

JOB SUMMARY:

To coordinate and supervise work scheduling and work flow of the credit union’s daily operations, within the established policies and guidelines of the President, Credit Union Bylaws, and any applicable statutes.

To work closely with the President, committees, and supervisors.

To assume the responsibilities of the President in his absence.

The position reports to the President and supervises the Supervisors of the following departments:  teller, loan, accounting, marketing, data processing, and the secretary.

ESSENTIAL FUNCTIONS:

1.
Plans, formulates, and recommends for the President’s approval basic policies and programs that will further the objectives of the credit union.

2.
Is responsible, along with the President, for all phases of operations of the credit union.

3.
Executes decisions of the President and Board of Directors.

4.
Informs the President on the conditions and operations of the credit union and on all important factors influencing them.

5.
Develops, in cooperation with the President and supervisors, an annual budget and operates within the annual budget upon approval.

6.
Administers the credit union's investment policies and portfolio of securities, as well as loans and deposits in other financial institutions.

7.
Recommends to the President changes in the overall organizational structure.

8.
Ensures that all funds, physical assets, and other property of the credit union are appropriately safeguarded and that security and emergency responses are adequate.

9.
Directs and coordinates all approved programs, projects, and major activities of the credit union staff.

10.
Is responsible, along with the President, for the planning, promotion, and administration of all official meetings of the credit union.

11.
Plans, organizes, and directs membership promotions and educational programs through the marketing director, evaluates results, and makes recommendations to achieve membership goals.

12.
Attends meetings of the Board of Directors.

13.
Provides the necessary liaison and staff support to the board committee chairs and board committees to enable them to properly perform their functions.

14.
Plans, coordinates, and directs a public relations program through the marketing director to enhance the image of the credit union.  This includes executive editorship of all communications (newsletters, mailings, etc.) to credit union members or the public.

15.
Acts as the credit union's chief liaison with investment houses, other financial institutions, and appropriate government agencies concerning investments and securities.

16.
Approves accounts to be turned over to the attorney for legal action and ensures that all loans being recommended for charge-off have had all possible collection efforts exhausted.

17.
Conducts semiannual performance evaluations of supervisors and recommends merit increases to the President.

18.
Maintains personal contacts with the membership to the greatest degree possible.  Handles complaints of members and staff and confers with the President on cases requiring special attention.

ADDITIONAL RESPONSIBILITIES:

1.
Assists the marketing director in planning and arranging the annual meeting, and utilizes the committee in developing the annual meeting program to achieve the meeting’s objectives and budget.

2.
Assists and cooperates with the audit committee, examiners, and external auditors with respect to audits and examinations.

3.
Maintains relationships with other associations, government, or service organizations as is desirable or necessary in the best interest of the credit union.

4.
Carries out such other general responsibilities as may be delegated by the President.

JOB QUALIFICATIONS:

1.
Bachelor’s degree in Business, advanced business education preferred.

2.
Strong organizational experience and skills required.

3.
Strong written and oral communication abilities required.

