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JOB DESCRIPTION:  SACCO CREDIT OFFICER
Position Title: Sacco Credit Officer
Duty Station: Kampala, Uganda
Reports to: SACCO Manager

About the SACCO
Plan International Staff Savings and Credit Co-operative Society (SACCO) was initiated in 1993 and registered on 24th October 1996 under the Cooperative Societies Statute. The Society operates in accordance with the Uganda Cooperative Societies Cap.107 and Cooperative Regulations (1992). The SACCO exists to promote a savings culture and provide affordable credit to its members.
Job Purpose
The Credit Officer is responsible for supporting SACCO financial operations, including loan processing, transaction management, member services, and loan recovery, while ensuring compliance with internal controls and regulatory requirements.
Key Responsibilities
1. Financial Transactions & Processing
· Prepare and process weekly SACCO member transactions for payment. 
· Ensure all financial requests are properly documented, verified, and approved before processing. 
· Post all transactions accurately in the SACCO accounting system. 
2. Documentation & Records Management
· Ensure all processed transaction documents are duly stamped. 
· Maintain proper filing and archiving of SACCO documents, including daily financial records. 
3. Banking & Reconciliation
· Ensure timely banking of all due cheques. 
· Prepare and maintain SACCO bank cash books on a monthly basis. 
4. Member Services
· Respond promptly to member inquiries and requests. 
· Support recruitment and onboarding of new SACCO members. 
5. Credit Management & Loan Recovery
· Support loan processing and administration. 
· Assist in monitoring loan performance and follow up on overdue payments. 
· Support loan recovery efforts in line with SACCO policies. 
6. Compliance & Controls
· Ensure adherence to SACCO policies, financial procedures, and regulatory requirements. 
7. Other Duties
· Perform any other duties as may be assigned by the Supervisor. 
Key Performance Indicators (KPIs)
· Accuracy and timeliness of transaction processing 
· Quality of documentation and record keeping 
· Loan recovery rates 
· Member satisfaction and responsiveness 
· Compliance with SACCO procedures 
Qualifications and Experience
· Bachelor’s degree in Finance, Accounting, Business Administration, or related field 
· Minimum of 2–3 years’ experience in a SACCO, microfinance, or financial institution 
· Experience in loan processing and financial record management 
· Knowledge of SACCO operations and cooperative principles is an added advantage 
Skills and Competencies
· Strong numerical and analytical skills 
· High level of integrity and attention to detail 
· Good communication and interpersonal skills 
· Proficiency in accounting software and MS Office 
· Ability to work independently and meet deadlines 
Salary and Benefits
· A competitive and commensurate salary package based on experience and SACCO guidelines
Human Resource Policy
The employee shall be guided by the Human Resource Policy approved by the Plan SACCO Annual General Meeting on 1st June 2024, as may be amended from time to time by the Executive Committee on behalf of the membership.
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