Job Description – XYZ Housing Co-operative Inc.
Membership Coordinator
	Reports to
	· Membership Subcommittee Meetings

· Management Committee Meetings

· Annual General Meeting


	Key links to Co-ops Rules, Bylaws and Policies


	· Co-operative’s Rules, Bylaws and Policies, especially Governance and Membership Management Policies


	Key responsibilities
	· All matters related to applications for membership 
· Liaison with Tenancy Coordinator re matters related to membership applications
· Induction of new members

· All matters related to applications for leave etc

· All matters related to breaches of membership requirements

· Maintenance of records

· Action as required by the Rules and Policies



	Key tasks


	· Comply with XYZ’s Rules, By-Laws, Policies
· Convening the Membership Subcommittee

· Liaise with the Tenancy Coordinator as required
· Initiate the membership application process when appropriate

· Liaise with the Education Coordinator as required
· Liaise with the Dispute Resolution Officer as required
· Coordinate applications for membership as per the checklist developed by the Membership Subcommittee

· Organise signing of the Members Pledge and the Participation Agreement once a membership application has been approved

· Induct new members to the Co-operative as per the Members Induction Checklist developed by the Membership Sub-Committee

· Draft job descriptions for all roles and all sub-committees

· In consultation with the person holding the role and the Education Officer, review and update each job description each year prior to the Annual General Meeting

· Maintain appropriate records and store as directed by Secretary

· Stay up-to-date with changes to CPG policies and requirements

· Recommend improvements to the organisation’s Governance and Membership Policies 

· Make improvements to the organisation’s operational procedures relating to membership
· Report to each Management Committee meeting

· Present the Membership Coordinator’s Report at the Annual General Meeting



	Key dates
	· Membership Subcommittee Meetings

· Management Committee Meetings
· Annual General Meeting



	Hours required
	· 

	Knowledge & skills required
	· Knowledge of the Community Housing legislation
· Broad understanding of all XYZ’s Rules, By-Laws and Policies 
· Detailed understanding of XYZ’s Membership Rules, Policies and forms

· Understanding of XYZ’s Dispute Resolution Policy (formerly Appeals Bylaw)
· Good interpersonal skills, reliable, organised, pays attention to detail and able to follow through.



	Minimum Training requirements
	· CPG’s Good Governance training

· CPG’s Role of Office Bearers and Coordinators

· CPG’s Membership Management training

· CPG’s Dispute Resolution Training


	Other requirements
	· Ready access to the CPG website
· Subscription to CPG e-bulletins
· Ready access to a computer with appropriate software


	Delegated authorities
	· Authority to sign membership related forms in accordance with the policies

	Other
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