	Role Title: General Office and Membership Officer

	Reports to: CEO

	Overall Purpose:  The Post holder will provide a comprehensive administration and coordination service to the office to ensure its smooth day to day operations.

	Key Activities
	Key Performance Indicators
	Knowledge, Skills & Experience

	Membership Support

· Maintain an effective membership contact management system through Subscriber CRM and keep it up to date. 
· Process membership applications and renewals.
· Coordinate mailings through the CRM system as required.
· Respond promptly to telephone, post and email queries from members and others.
Financial and Governance Support

· Liaising with the RSGS Bookkeeper, as required. 

· Manage financial activities relating to member, customer, supplier and nominal records.  

· Process membership subscriptions and donations received.

· Manage financial enquiries and correspondence and resolve issues arising. 

· File financial paper records as required. 

· Manage information held by Companies House, OSCR, etc, in accordance with statutory obligations.
· Prepare papers and take minutes for Board and other meetings.
· Update systems and improve processes, where appropriate, for financial management to improve overall effectiveness. 

· During the RSGS’s talks season, reconcile all local group ticket sales and cash returns. 

Team Support

· Manage meeting room bookings and ensure the rooms are set up efficiently.
· Book venues, travel and equipment as required on behalf of the team & CEO.
· Provide effective diary management for the office and provide support for diary management for the CEO. 

· Assist in coordinating and running of public events as required, as part of a small time.
· Carry out general administrative duties including filing, preparing correspondence and record keeping as required.
· Administrative duties as required to support small office team of staff and volunteers, including handling customer calls and visits.
Office Management

· Dealing with public and member enquiries.
· Day to day office management – supplies, stationery, cleaning contractors, maintenance etc.
· Negotiating contracts with suppliers.
· Ensure Health & Safety and other office procedures are in place as required.
	· Positive Member Feedback
· Positive Team Feedback
· Accurate Minutes from Board Meetings

· Effective meeting organisation

· Accurate and up to date member records


	Essential

· Familiarity with CRM systems.
· Flexible attitude and willingness to take on additional duties as required.
· Customer focused.
· Able to work on own initiative.
· Organisation and administration skills. 

· Able to coordinate office activities and ensure the smooth running of the head office and maintenance of the head office and visitor centre.
· Good verbal and written communication skills.
· Good levels of numeracy.
· Advanced knowledge of Microsoft Office and Microsoft 365 applications.
Desirable

· Familiarity with Subscriber CRM.

· Familiarity with finance systems, in particular Xero.
· Familiarity with website management.
· Experience of note taking at meetings.
· Knowledge of payment systems, including Stripe, PayPal, BACs.
· Experience of offline and online diary management.
· Experience of working in a small team or for a charity.
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Signed off: CEO, 15/05/14

