
MEMBERSHIP MANAGER - JOB DESCRIPTION  
	Job Title:
	Membership Manager 

	Reporting to:
	Operations Director 

	Responsible For:
	Membership Team & Department

	Main Purpose of Job Role:
	To effectively manage a team focussing on membership recruitment and retention.  To continually review the membership offering and services with the guidance of the Operations Director, to ensure it continues to meet the needs of our members and delivering the revenue identified within the Business Plan. 



	Date of Issue/Reference No:
	December 2024 


	Main Duties & Responsibilities


	1. Responsible for the collation of figures relating to sales activity on a weekly/monthly basis, reporting to the Operations Director. 
2. To work with the Operations Director on operational matters that will be presented at management meeting. 

3. Support the Chamber with internal and external duties as and when required. 

4. Co-ordinate, support and motivate the customer facing and administrative functions.

5. To maintain a high level of personal engagement with businesses and meet own personal targets.

6. To proactively co-ordinate the sales, account management and after-sales of commercial products and training services to members.
7. To retain existing members and ensure they get the best from their membership.

8. To support the major events and generate leads for sponsorship.
9. Work with the Training department to regularly promote and generate leads for CSS. 
10. To attend events to represent the Chamber, working with members and potential new members. 

11. To assume line management responsibility for the Membership team.
12. To work with the SLT on the financial management of the of the membership department. 
13. To work closely with the Marketing & Communications Team to ensure we maximise all opportunities to promote the Chamber, its services and value.

14. Ensure the CRM system is updated and used to its full potential.

15. Ensure KPI’s are achieved as outlined within the Business Plan. 

16. Carry out performance reviews and annual appraisals with team members. 
17. The promotion of CCB&R in a positive and enthusiastic manner.
18. To work as part of the team and to contribute to the achievement of its overall objectives. 

19. Any other duties deemed necessary to fulfil the post both now and in the future to meet business needs.
20. Provide full flexibility in supporting other areas of the business as and when required including cover for absences of team members when necessary.


PERSON SPECIFICATION
	Job Title:
	Membership Manager


	
	Essential
	Desirable

	Education, Qualifications & Training:

	I.T. Qualification (Microsoft Packages)
Management or relevant qualification 

Qualification and/or Training Background in Sales


	√


	√

√



	Experience & Knowledge:

	· Competent with I.T. (Microsoft Packages)

· Previous experience of managing a small team 

· Good business acumen, financial and budgetary experience
· Successful background in sales and customer service 

· Knowledge/experience of working in a commercial environment 

· Previous experience of networking to increase business opportunities 

· Delivery of presentations

· Knowledge of CRM systems

· Experience of working within a target driven business
	√
√
√
√

√

√

√

√

√
	

	Competencies, Skills & Personal Attributes:

	· Ability to communicate effectively at all levels of the organisation and externally

· Excellent communication skills both verbal and written

· Strong organisational skills

· Self-motivated with the ability to work under pressure whilst maintaining high standards
· Excellent team player 
· Leading & motivating a team 
	√

√
√
√

√

√


	


	Other:

	Driving Licence Required 




- 1 -


