	JOB DESCRIPTION
	MEMBERSHIP COORDINATOR 


	Department:
	Marketing & Communications 


	Reporting to:
	Sales & Marketing Manager


	Salary:
	£20,000 + Benefits 

	Main Purpose of Role:
	· To be responsible for the day to day management of membership administration and services 
· The administration of the ES membership database



	Key tasks in the role:


	Manage the administration of the membership of clubs and individuals to ES,  including:
· The invoicing and collection of membership fees on a timely basis, liaising with the Finance department as necessary

· The timely collection of Player Member personal details from member clubs, ensuring the prompt and accurate input of same to the database

· The production of all materials for inclusion in membership packs for new and renewing members, both individual and club – working in conjunction with the Sales and Marketing Manager

· The prompt despatch of all communications to members including membership packs, magazines etc

· Dealing with enquiries from members, individual and club,  regarding all aspects of their membership on a prompt and accurate basis
· Managing the day to day relationships with external contractors in respect of membership fulfilment,  resource production and data collation if required

· Drafting regular management reports on membership for distribution to management, the board of directors, management, county associations and other interested parties as required

· Developing resources to ensure the increasing use of electronic means for the return of player registration data from clubs

· Assisting staff from other ES departments in developing skills in using the membership system 

Working with other members of the Marketing & Communications Department and be pro-active in coming up with membership products and solutions




	PERSON SPECIFICATION
	MEMBERSHIP COORDINATOR 



	Experience & Knowledge
	Essential

	
	· Enthusiastic team player 

· Is educated to the equivalent of degree level

· Customer service experience 
· Has a sound and hopefully advanced working knowledge of Microsoft Office i.e. Excel, PowerPoint, Word, Outlook


	
	Desirable

	
	· Has a full, UK driving licence 
· Has experience in a relevant field

· Has experience in preparing presentations using Power Point and other products

· Has demonstrable experience in using web enabled database solutions

· Has proven ability to handle large quantities of data accurately and to time


	Communication Skills
	Essential

	
	· Has the ability to deal with customers in a pressure environment
· Is a first rate communicator  effectively through the use of a range of written & oral skills
· Has good report writing skills

	Planning and Management Skills
	Essential 

	
	· Has proven ability to ensure delivery against objectives
· Is able to work under pressure to own initiative 


