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Job Description

Title: 				Membership Manager
Salary band 			£30,000- £35,000
Location:			RIAS, 15 Rutland Square, Edinburgh, EH1 2BE
				(Flexible Working)
Hours:				35 hours per week
Responsible to: 			CEO 
Start Date:			Immediate


Introduction 

RIAS is a membership organisation for architects in Scotland. We currently have 5300 members across 6 regions in Scotland as well as elsewhere in the UK and internationally. We are looking for an experienced Membership Manager who will help us manage all aspects of our membership programme. 
The primary objective for the role involves maintaining high levels of retention alongside developing and delivering new recruitment strategies for members.
The role will also focus on developing membership journey programmes to ensure members receive top quality service from the Incorporation and that all membership processes are undertaken with efficiency, energy, and effectiveness.
The Membership Manager will also play a crucial role in promoting RIAS, and its membership offer, to our members and supporters. This person would be the first point of contact for members and so must be professional, a sound communicator and efficient.
Role profile

Reporting to the CEO, the Membership Manager will be responsible for the day-to-day management and operation of the membership database and offer and contribute to the development and implementation of the strategy for growth of the membership.

Part of this role involves creating policies and processes to ensure members feel valued at each stage of their journey with RIAS, as well as working with the Head of Marketing and Communications to develop fresh marketing products and materials for recruiting and retaining members where necessary.
The successful applicant will have significant Membership management experience within a relevant organisation, charity or learned society setting and will relish the opportunity to take on a new challenge, working on their own initiative for much of the time. A high degree of flexibility and the ability to manage effectively, both directly and across the organisation, will be key to this exciting role.
This is both a strategic and operational role, the appointed person will work 35 hours per week. The role will primarily be between the hours of 9.30am and 5.30pm but will require some evening working. The RIAS supports hybrid working.

Duties and Responsibilities

Strategic development
· Set and agree strategies with the CEO to ensure membership meets its financial targets.
· Lead on developing and implementing retention and recruitment strategies for members at RIAS, including establishing plans and targets,
· Keep up to date with best practice in membership management,
· To cultivate strong relationships with members and understand their specific needs so that RIAS can support them most effectively via targeted communications, 
· Be a conduit through which member needs and interests are fed back into RIAS strategic business plan
· Establish and maintain systems to report and evaluate RIAS membership retention and recruitment, with key drivers for the team, CEO, and the Board of Trustees,
· Maintaining and improve processes for members.

Membership Co-ordination
· To analyse, identify and develop plans to optimize member journeys
· Responsible for the processing and accuracy of membership correspondence,
· Deal with enquiries from current/prospective members in a professional, timely manner, with clear service targets that have been agreed with the CEO
· Ensure classes of membership are relevant and applied appropriately
· Ensure member enquiries are answered appropriately or directed to the appropriate team member
· Build strong relationships with members including visiting practices and meeting with Chapters
· Travelling to meet members across Scotland as required
· Leading on planning and delivering member surveys

Database Management
· Project manage moving the RIAS on to a new database system working with internal and external partners,
· Management of the membership database including related communications and liaison with members,
· Oversee the wider staff teams effective use of the system,
· Responsible for the accuracy and security of the membership database,
· Liaise with Database/Website Designer on issues, 
· Liaison with the RIBA & ARB membership departments,
· Responsible for reporting to RIAS Council quarterly on membership issues and undertaking membership administration in connection with Council meetings,
· Ensuring Data Protection Registration and conformity,
· Establish systems that monitor updates within the membership effectively and ensure that they are communicated to the CEO and Board of Trustees regularly.


Relationship with the rest of RIAS 
· Establish and maintain a good relationship with the finance and operations team at the RIAS,
· Liaison with Chapter Presidents/Secretaries and processing all applications for each category of membership,
· Work closely with the Head of Communications and Marketing on strategies for membership growth and member messaging,
· Contribute, along with Head of Communications, to the development of a member led strategy for the growth of membership,
· Work closely with Practice team on shared database processes and to ensure the offers are coordinated and information on member needs is shared,
· Contribute to RIAS Bulletin as required.

Communication
· Work with the team to develop activities and marketing campaigns to improve membership value and take-up,
· Develop and oversee communication templates for members, and ensure these are kept up to date,
· Ensure RIAS website, journals, meetings, and other activities are up to date with membership information.

Finance, administration, and process
· Produce financial and other reports as required by the Finance and Operations Department.
· Processing financial payments through database, 
· Responsible for processing monthly membership direct debits, 
· Liaising with Finance team on half year/year end reconciliation of database/xero,  
· Manage membership budget 

General Operational Duties
· Work independently to meet deadlines.
· Communicating regularly with the management team to ensure all problems are solved effectively and any relevant information is passed on to the team.
· Consistently look for ways to improve our service and actively feedback constructive ideas
· Promote equality and diversity in all aspects of your work by developing and maintaining positive working relationships, ensuring that colleagues are treated fairly and with respect
· Undertake any other duties as requested by the CEO
Person Specification

This post requires an organized and enthusiastic individual with a minimum of 4 years’ experience of working in a membership role, ideally with 2 years in a senior role.

Essential
· To have experience of working in a learned society or membership organization
· Passion and commitment to the work of the RIAS
· Proven experience of developing and delivering successful membership programmes, that have increased recruitment and demonstrably reduced attrition
· Experience of creating compelling messages to different audiences
· Highly organised, with ability to self-plan and prioritise workloads
· A solid understanding of relationship building and how to create a compelling membership journey
· Excellent oral, copywriting, and communication skills
· Highly developed interpersonal skills including, communication, influencing and collaboration
· Effective decision-making skills
· Self-starter, able to work proactively
· High degree of integrity and professional credibility
· Good team player, with an understanding of the challenges of working in a small team
· Flexibility to work outside of office hours, and to travel within the UK as required
· Knowledge of how to use and optimize a CRM system for membership retention and recruitment
· Ability to understand how membership programmes works alongside digital and marketing campaign

Desirable
· Experience of working in architecture or the built environment 
· A good understanding of the analytical methods used to measure and then increase engagement from members
· An understanding of current and emerging membership and marketing trends
· Experience of communicating technical details to non-technical people
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