
Reports to: 

Diocesan President

Appointing body:
Trustees
Term of Office:     
3 years (maximum two consecutive terms)

Status:


Trustee.  Volunteer (no employment rights)

Expenses:

Reasonable expenses as approved by trustees

Chief Responsibilities:

· Pay members expenses and all invoices

· Prepare (with Unit Co coordinator) gift aid returns to HMRC
· Deputise for the Unity Coordinator and chair finance meetings when necessary

· Report to Trustees Diocesan Council and the Annual Review as required

· Liaise with Finance & Central Services at Mary Sumner House as appropriate

· Attend (if possible) National Unit conferences

· Act as the direct link with the Diocesan Treasurer

· Maintain contact with the branches and prepare annual consolidated branch account.
· Ensure that any activities with which the Officer is engaged follow relevant Health & Safety and Diocesan Safe-guarding policies.
· Pass on information received from MSH to Trustees and/or members, where appropriate.
· Prepare a task analysis for a successor.
Personal Specification:

The candidate must be an enrolled, fully subscribed, member of Mothers’ Union.

Essential Skills

Ability to work with colleagues in prayerful fellowship and harmony.

An ability to travel to Mothers’ Union office in Diocesan House.
Access to home computer.
Knowledge of relevant aspects of Mothers’ Union.
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