
Job Description – XYZ Community Housing Co-operative Inc.
Education Officer
	Reports to
	· Membership Subcommittee

· Management Committee Meetings

· Annual General Meeting


	Key links to Co-ops Rules, Bylaws and Policies


	· Co-operative’s Rules, Bylaws and Policies, especially Governance
· Co-operative’s Education Policy


	Key responsibilities
	· Development of an annual Training Plan for all members

· Liaison between the Co-operative and CPG’s Learning & Development Program

· Liaison between Co-operative and other learning and development providers



	Key tasks


	· Comply with the XYZ CO-op Inc.’s Rules, By-Laws and Policies
· Match Non Member Tenants with learning and development programs where appropriate

· Liaise with the Membership Officer re induction of new members

· Match Member Tenants with learning and development programs in line with job descriptions

· Develop the Co-operative’s annual Training Plan

· Liaise with Community Partnership’s Learning & Development Program

· Participate in Community Partnerships’ Learning & Development Forum whenever possible

· Liaise with Membership Officer re minimum training requirements in job descriptions and member attendance at learning and education programs

· Distribute Certificates of Attendance

· Liaise with other co-operatives and CPG’s Learning and Development program staff re individual training sessions

· Identify and promote other relevant training opportunities 

· Maintain records

· Recommend improvements to the Co-operative’s governance Policies relating to education

· Report to each Management Committee meeting

· Give the Education Officer’s Report at the Annual General Meeting

	Key dates
	· Membership Subcommittee Meetings

· Management Committee Meetings
· Annual General Meeting


	Hours required
	· 

	Knowledge & skills required
	· Broad understanding of all the Co-operative’s Rules, By-Laws and Policies 
· Detailed understanding of the Co-operative’s Education and Membership Policies
· Broad understanding of all the Job Descriptions


	Minimum Training requirements
	· CPG’s Good Governance training
· CPG’s Role of Office Bearers and Coordinators training


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


	Delegated authorities
	· Request reports from CPG’s Learning and Development program
· Authorise Learning and Development expenditure as allocated in the budget


	Other
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