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MEMBERSHIP ADMINISTRATOR

Job Description & Person Specification

Appointment:


Membership Administrator

Responsible to:

Head of Membership (HoM)
Hours of Work:         
37.5 hours per week

Location:

ATLAS HOUSE Leicester

Main Purpose of the Job

To provide administrative support to the Royal Air Forces Association (RAFA) Membership team.  

Primary Responsibilities

· Act as a point of contact for membership queries from RAF Association members and the public.
· Logging any communication on the Association database and ensuring cases are created as required. 

· Manage the receipt of subscriptions via Direct Debit, credit card, cheque and cash for membership and Retired Service Cards.
· Ensure any categories of free membership are promptly processed. 

· Process completed Give As Your Earn (GAYE) applications.

· Resolve and distribute as appropriate any database related cases among the membership team.

· Process Branch forms 4 & 5, ensuring the relevant Branch contact is informed of any issues related to payment and/or data. 

· Ensure all event information related to GAYE and Branch applications are accurately created on the database.   
· Process and distribute replacement membership cards as required.
· Process Leaflet 701s and create one years’ free Ordinary membership. 
· Accurately maintain membership data on the Association database.
· Provide administrative support to the Youth Community Manager, including the packing and distribution of RafaYouth membership packs.  
· Undertake other tasks as required by the Head of Membership.  
Knowledge and Experience

· Processing high volumes of return mail / mailshots. 

· Accurate / expedient data inputting / recording skills

· Required to attend mandatory training identified by MDM.

· Expected to demonstrate a commitment to their own development, to take advantage of education and training opportunities and develop their own competence.

· Required to work within RAF Association policies and procedures.
Communication and Relationships

· Required to participate in, and contribute as appropriate, to team meetings. 

· Able to succinctly communicate at all colleague levels and departments 

Decision-making and Problem-solving

· Able to provide first level assistance to alleviate member’s concerns.
· Able to solve database related cases regarding data or membership enquires.
· Signpost members for specialist advice.
· Provide workable solutions / demonstrate initiative. 
Financial Responsibility 

· Under the direction of HoM, assist with department financial administration.
Working Conditions

· Required to work on occasions at RAF Association functions and events
· On occasion weekend and evening working may be required for which time off in lieu may be granted 

· Required to work longer working days on occasions for which no overtime will be payable.
Physical Effort

· Fit enough to handle bulky objects (e.g. boxes of membership forms)

Mental Effort

· Able to act with diplomacy, sensitivity and sympathetically.
· Amicable and understanding telephone manner.
Health and Safety Responsibilities

All employees are responsible for;

•
Taking care of their own safety and that of others.

•
Complying with Association health and safety policy, procedures and instructions. 
•
Reporting to their Line Manager any hazard, accident, damage, concern or defect in order that remedial action may be undertaken.

•
Undergo any training or instruction to enable them to work competently and safely.

Other

This job description outlines the main functions and responsibilities of the post. The post holder may be required to undertake additional duties as required, commensurate with the level of the job.

Training requirements

There will be an ongoing need to review the training requirements of staff to meet the changing demands of the organisation. Training requirements will be discussed at the review meetings.

Review procedures

There will be an annual review of the post and job contents. In addition, there will be an interim review 6 months after the annual review.

Key Performance Indicators:

Annual Key Performance Indicators will be defined by the Secretary General and Trustees.  These are cascaded to relevant Directors who will inform staff of their own objectives and assess these in an annual appraisal.
MEMBERSHIP ADMINISTRATOR

Person Specification

	
	Essential
	Desirable



	Knowledge and Experience


	Excellent overall office skills.   

Overview of accounting within a small departmental organisation including reconciliations
Processing large volumes of data

Overview of Direct Debit process
High degree of accuracy and proficiency of Data input

Ability to meet specified timescales

	Knowledge of the Royal Air Force, its structure and its history.
Awareness of the work of the RAF Association.


	Communication and Relationships


	Excellent Communicator and ability to interact with customer and work colleagues.

	Has the confidence to be able to converse with all work colleagues. 

	People Management


	Able to help resolve department issues.  
	

	Decision Making and Problem Solving


	Evidence of ability to solve problems
Being proactive.   
	React correctly to developing situations. Providing workable solutions.


	Financial & Physical Resources Responsibility
	Experience of working with complex databases.
Inputting / extrapolating data.

Experience of use of Microsoft office package

Accessing / resolving member Cases

	Understanding / overview of Salesforce


	Responsibility for Information 


	Able to work to high levels of accuracy. Understanding / Overview Data Protection.
	Data Protection procedural processes. 

	Working Conditions
	Be prepared to work, on occasions at weekends, evenings or as required.

Be prepared to undertake some unpaid overtime on occasions.
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