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Position: Membership Development Coordinator
Location: On site: Edinburgh EH6 5PH
Salary: £15,780 per annum (£26,300 pro-rata per annum)
Contract Type: Part-Time 21hrs
Application Deadline: 9th May 2025

Welcome from the CEO
Thank you for your interest in joining the Scottish Women’s Institutes (SWI). As one of Scotland’s longest-standing and most trusted community organisations, we are proud of our heritage and excited about our future.
We are seeking a Membership Development Coordinator to help us grow and support our vibrant and diverse community of women across Scotland. This is a pivotal role in shaping the future of SWI by recruiting new members, fostering engagement, and amplifying the value of membership.
We look forward to receiving your application.
Warm regards,
Diane Cooper
Chief Executive Officer, SWI

About SWI
The Scottish Women’s Institutes (SWI) is a membership organisation dedicated to empowering women, connecting communities, and championing lifelong learning. With a proud history of over 100 years, we offer women of all ages and backgrounds opportunities to come together, learn new skills, make friends, and have fun.
Our members are at the heart of everything we do. Through events, learning programmes, campaigns, and collaborations, SWI provides inclusive and dynamic experiences for women across Scotland.

Job Description – Membership Development Coordinator
Reports To: Membership Lead
Works Closely With: Communications and Events Team
The Membership Development Coordinator plays a central role in expanding and enriching SWI’s membership. You will be responsible for supporting recruitment campaigns, strengthening member engagement, and enhancing the overall membership experience.
Working closely with the Membership Lead, you will contribute to strategic initiatives that ensure our membership is diverse, inclusive, and sustainable for the future.

Key Responsibilities
Membership Recruitment
· Support and deliver creative recruitment campaigns and events.
· Research and recommend outreach strategies that target new and underrepresented audiences.
· Clearly communicate membership benefits across various platforms.
· Build and nurture partnerships with organisations that can extend SWI’s reach.
Income Generation
· Contribute to membership growth strategies aligned with income goals.
· Explore opportunities for revenue through packages, partnerships, and offers.
· Assist with planning and forecasting membership-related income.
Member Engagement
· Provide professional, friendly, and timely support to member enquiries.
· Help plan and deliver engagement and recruitment events.
· Gather and use member feedback to shape activities and services.
· Promote participation in events, volunteering, surveys, and campaigns.
Digital Engagement
· Use digital tools to enhance outreach and community-building.
· Create and manage membership-related content for SWI’s website, social media, and emails.
· Coordinate targeted email campaigns and monitor their effectiveness.
· Support digital and hybrid engagement events.
Monitoring & Evaluation
· Maintain and update membership databases with accuracy and care.
· Track recruitment, retention, and satisfaction metrics.
· Produce reports and insights for internal and governance use.
· Conduct surveys to identify and address barriers to membership.
Administrative & Strategic Support
· Deliver efficient administrative support across membership functions.
· Liaise with partners and volunteers on collaborative initiatives.
· Coordinate with the wider SWI team to align efforts with national goals.
Additional Duties
· Represent SWI at events, conferences, and community activities.
· Take on additional tasks as required in line with the role.
· Champion SWI’s values of inclusivity, empowerment, and lifelong learning in all activities.

Who We’re Looking For
We’re looking for a creative and driven individual with strong interpersonal and organisational skills. You should be confident working with data, digital tools, and people—and passionate about growing inclusive communities.
Essential Qualities:
· A good standard of education: Degree, HND or equivalent
· Proactive and member-focused approach
· Strong communication and partnership-building skills
· Digitally confident with marketing and CRM tools
· Strategic thinker with attention to detail
· Committed to equality, inclusivity, and continuous improvement
· Comfortable working independently and in teams
· Experience in community development or membership-focused roles (desirable)

Why Work With SWI?
· Join a welcoming and purpose-driven team
· Help shape the future of a historic yet evolving organisation
· Develop professionally through new challenges and opportunities
· Make a meaningful impact on women and communities across Scotland

How to Apply
Please send the following to jacqui.mcguire@theswi.org.uk by 9th May 2025:
· Your CV outlining relevant experience
· A one-page cover letter explaining your interest and suitability
We welcome applications from all backgrounds. SWI is committed to diversity, equality, and inclusion.

Contact Us
For informal enquiries about the role, please contact Jacqui McGuire 0131 2251724
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