
JOB DESCRIPTION – Business Development Officer v2.8 

 

Title   Business Development Officer 

 

Hours 38 hours per week. This role will occasionally involve attending 

events outside of core hours such as evenings and weekends 

 

Term Permanent 

 

Pay £15.18p per hour, equivalent to £30,000 per annum for 38-hour 

week, reviewed annually plus up to 6% employers matching 

contribution to the employee’s personal pension, a staff bonus 

scheme and a number of other benefits 

 

Reports to  The Chief Executive Officer 

 

Responsible for Supporting the ongoing success and growth of London Capital 

Credit Union and the wider credit union sector, by identifying, 

developing and nurturing opportunities to grow our active 

membership through partnerships 

 

Main Purpose and Scope of Post 

Through building relationships with community and business influencers at a 

decision-maker level, you ensure that London Capital Credit Union is known as the 

leading ethical finance organisation in London and the South East and that this is 

reflected through sustainable growth in membership, savings and a profitable loan 

book. 

 

Main duties & responsibilities  

 

1. To actively engage on a regular basis with our employer partners to increase 

the number and proportion of their employees using salary savings schemes. 

2. To represent the credit union at business and community-wide forums and to 

undertake formal presentation or speaker opportunities as required. 

3. To ensure that the interests of the Credit Union are effectively represented in 

the communities that we serve and to keep up-to-date with relevant 

developments and opportunities. 

4. To establish and build effective relationships with our stakeholders with the 

aim of getting our products and services out to as many people as possible. 

5. To seek out and develop new partnerships with employers, community groups 

and other sources of referrals. 



6. To devise and develop programmes to develop credit union membership, 

increase penetration in salary saving schemes and increase active use of all 

services. 

7. Model good customer service to members face-to-face, by email, telephone 

and online. 

8. Assist the CEO in the preparation of the annual report & accounts, carrying 

out delegated policy reviews and project management as required. 

9. Cover for and support other staff as required. 

 
General 

1. The postholder must work within the policies & procedures of the credit 

union at all times. 

2. You are required to treat all information acquired though your employment, 

both formally and informally, in strict confidence. There are strict rules and 

protocols about access to and use of members’ personal and financial 

information. Any breach of these rules and protocols will be regarded as 

subject to disciplinary investigation. There are also procedures in place for 

employees to raise any matters of concern regarding issues of bad 

practice or mismanagement. 

3. The post holder will undertake such other duties as may be reasonably 

required, and will be expected to work effectively with others in order to 

make a positive contribution to the work of the organisation. 

4. The post holder will be expected to keep under review their own training 

needs and attend training or other developmental activities from time to 

time as appropriate. 

5. The organisation is committed to achieving equality of opportunities in both 

services to the community and in the employment of people. The post 

holder is expected to understand and promote this and all other policies of 

the organisation. 

Job Review 

This is a description of the job as it is constituted at present. It is the practice of the 

Credit Union to examine periodically an employee’s job description to ensure that the 

description accurately reflects the job being performed and/or that proposed 

developments are incorporated, as part of personal objective setting. It is the Board’s 

aim to reach agreement on reasonable changes but, if such agreement is not 

possible, the Board reserves the right to make such changes after appropriate 

consultation with the post holder & the appropriate Trade Union, where applicable.  

 



PERSON SPECIFICATION – Business Development Officer v2.6 

 

 

 Experience  

E1 Experience of developing positive relationships with 

internal and external stakeholders. 

Desirable 

E2 Experience in marketing and promotions 
 

Desirable 

E3 Experience of running and/or growing a profitable 

business. 

Desirable 

E4 Experience of work with volunteers, 

voluntary/community groups and organisations. 

Desirable 

E5 Experience of using social media for influence and 

promotion 

Desirable 

E6 Experience of working in a credit union environment Desirable 

   

 Competencies  

C1 Initiate and develops positive relationships with people 

from diverse social, ethnic and cultural backgrounds. 

Essential 

C2 Communicates ideas clearly and effectively both in 

person and in writing 

Essential 

C4 Plans ahead and organises work tasks effectively Essential 

C5 Finds and implements appropriate solutions to practical 

problems 

Essential 

C6 Able to work on own initiative as well as part 
of a team. 

Essential 

C7 Able to use computer software packages. Essential 

C8 Takes a strategic approach to decision making. Desirable 

C9 Able to analyse information and financial data Desirable 

   

 Other  

O1 Able to work outside normal office hours when 

required.  May include some weekend working 

Essential 

O2 Some understanding of the ethos and objectives of a 

credit union and the wider co-operative movement. 

Desirable 

O3 Willingness to undertake training. Desirable 

 
 

To apply for this role please submit your CV to CEO@Credit-Union.coop 


