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Membership and Marketing Assistant
The Royal Environmental Health Institute of Scotland

The Royal Environmental Health Institute of Scotland, often referred to by the acronym REHIS, is an independent, self-financing registered Scottish charity (Number SC009406); is the Professional Institute for Environmental Health in Scotland and national awarding body for qualifications in Food Hygiene, Food and Health, HACCP, Control of Infection, Occupational Health and Safety and First Aid.
The role reports directly to the Chief Executive of the Institute and is predominantly office based, although there may be the opportunity for some remote working. The hours are 21 hours per week ideally over three or four days.
Main duties and responsibilities

The Institute has recently launched its 3 year strategic plan and you will support delivery of this plan. https://rehis.com/documents/strategic-plan/ 
Acting as first point of contact with our members you will provide comprehensive support to the Chief Executive to work towards membership growth and engagement.
· Process membership applications and ensure the membership database is accurate, complete, and up to date.
· Deliver excellent level of service to members and potential members.  Regular engagement with the membership and conducting membership surveys.

· Seek opportunities to improve and develop communication with the membership.

· Active engagement with the Institute’s Southern and Northern Centres in promoting Centre events to the membership.
· Support proactive promotion of the Institute’s work through social media posts and respond quickly to topical discussions and events. 
· Assist in the preparation of the Institute’s quarterly Environmental Health Scotland Journal.

· Ensure the REHIS crest and logo guidelines are up to date and are used consistently across all aspects of the Institute.

· Update information on the REHIS website.
· Act as a key liaison point between the Chief Executive and other key parties, setting up meetings as appropriate and maintaining positive communications.
· Providing support for meetings including the Annual General Meeting. This will include preparing agendas, meeting papers, attending the AGM, noting action points, and following them up.

· Receiving and dealing with telephone calls professionally, re-directing or taking messages and using initiative to deal with queries.

· Sorting, distributing, and responding or drafting responses to incoming mail in a timely and efficient manner.
· Any other duties as may reasonably be required.

Person Specification

· An aptitude in communications and marketing, ideally with some relevant experience in this area.

· Exceptional interpersonal and communication skills, including the ability to ensure effective communication with a wide range of contacts both internal and external to REHIS.
· Familiarity with social media platforms and website content.
· Experience of Microsoft packages.
· Excellent team working skills with the ability to work collaboratively and co-operatively with colleagues.
· Ability to organise and plan own work to meet deadlines.
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