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JOB PROFILE

	Basic Details

	Job Title:  Member Engagement Officer 
	Contract type: Permanent 

	Salary:  £23,500 
	Hours: 35 hours week Happy to talk flexible work

	Key benefits: 
Leave - 25 days per year (rising to 30 with service) we close between Christmas and new year you don’t need to use your annual leave entitlement to cover this period 
Pension scheme -after completion of 3 months service with employers contribution of up to 7.5%

We also focus on staff wellbeing, training and development and support you with your volunteering. 
See our benefits list for all other details 
	Location: This is predominantly a home-based role, coming into the office in Borough, London 1 day per week. Occasional travel will be required to attend key scheduled meetings/training/events

	The Chartered Institute is proud to be an equal opportunity employer committed to a diverse and inclusive workplace where we can all be our ourselves and succeed on merit.  We particularly welcome applications from those who are significantly underrepresented in our sector, such as disabled people and individuals from Black, Asian and Minority Ethnic communities.

	About the Chartered Institute of Fundraising

	The Chartered Institute of Fundraising is the professional membership body for UK fundraising.
We champion our members’ excellence in fundraising. We support fundraisers through professional development and education. We connect fundraisers across all sectors and skill sets to share and learn with each other. So that together we can best serve our causes and communities both now and in the future. The Chartered Institute is the home of the Remember A Charity campaign.
About Remember A Charity 

Established in 2000, the Remember A Charity consortium now represents close to 200 member charities, who work together to drive change through inspiring consumer campaigns, strategic partnerships with solicitors, Will-writers and professional advisers, and by lobbying government to enhance the wider legacy giving environment. Why grow legacy giving? Gifts in Wills are the largest single source of voluntary income in the UK, raising £4 billion for good causes each year.

Membership represents a diverse range of charities, giving them the platform, resources and guidance to maximise their legacy fundraising. Remember A Charity works all year round to promote legacy giving, also running Remember A Charity Week each September as a central focal point for public awareness activity. 
Remember A Charity is part of the Chartered Institute of Fundraising. Further information on Remember A Charity can be found on www.rememberacharity.org.uk


	Role background

	This is a unique opportunity not only to help grow charitable giving, but to also work closely with those member charities (close to 200) who rely on gifts in Wills to continue their vital work. The Member Engagement Officer will become part of a lively and talented team assisting with all areas of membership as well as supporting our marketing and partnerships workstreams.

	Reporting Structure

	Reports to:  Membership & Supporter Development Manager
Line Manager for:  N/A


	Job Description

	Purpose 

To assist with all areas of Remember A Charity’s membership administration, in addition to supporting the marketing, and partnerships workstreams.
Key Accountabilities:

· To maintain and update records on Remember A Charity’s CRM database and E-Comms mailing lists for charities, legal supporters and partner organisations. To run CRM reports as required.
· To assist with the onboarding of new joiner charities and legal sector supporters.
· To use the website content management system (CMS) to build member charity and legal sector supporter online profiles; and to make any amends to these profiles and other website pages as required.
· To manage the central In-Box and respond to all enquiries or signpost to the relevant team member.
· To co-ordinate the programme of rolling annual membership renewal and new-joiner invoicing, including credit control of all invoices. 
· To prepare monthly engagement report collating key activity metrics for members and legal sector supporters
· To assist with online and in person member, prospect and legal sector supporter events, including creating registration links, managing attendee information on the CRM and other events preparation and follow-up required.
· Representing Remember A Charity at key charity and legal sector exhibitions when required.
· To capture minutes from all key meetings.
· Diary management when required.


	Person Specification

	Experience & Skills
	· Computer Literacy, i.e. Word, Excel, PowerPoint and databases; 

· Knowledge of charities or membership organisations;
· Experience working in a customer facing environment or dealing with a wide range of stakeholders.

	Attributes
	· Excellent organisational and communication skills, including an ability to work with a minimum of supervision and prioritise workload;

· Attention to detail;

· Ability to identify and implement improvements in processes;
· Positive outlook and tenacity;

· Ability to keep calm under pressure and manage stress effectively by prioritising and working efficiently. 
· Willingness to support and engage in ensuring the CIOF is a safe and inclusive place to work

	Reflecting our values
	Honesty, transparency, and accountability: we will be straightforward and clear about the decisions we make and their impact, explaining our rationale and objectives, seeking feedback and views from you 

Putting our members first: our work and priorities will be guided through consultation and engagement with our members to embed it in their needs and priorities, and ensure it has their interests and values at heart 

Fair, and inclusive: we will proactively engage you to ensure our work supports all staff and is delivered in an inclusive way for all 

Respectful: of your views and listen to what you tell us. Not everyone has the same priorities, but all are deserving of respect and consideration. 

Proud and ambitious of you, your work, and the difference you make.

	Circumstances
	Able to work outside office hours on occasions to attend events



