
 

 

Membership Coordinator 

Job description and person specification 
 

Accountable to: Marketing, Communications & Membership Manager 
Responsible for: No direct reports 
Location: 21 Albemarle Street, London W1S 4BS 

Contract type: Fixed Term (12 months), full time 

Expected start date: August 2013 

Salary: Band 2-3, Points 10-13 (£20,691 - £23,964 depending on experience) 

 

The Royal Institution was established in 1799 with the purpose of ‘diffusing science for 

the common purposes of life’. Over 200 years on, we’re a charity dedicated educating, 

entertaining and enthuse people of all ages about science, technology and the world 

through our science video channel, public programmes for adults and education 

initiatives young people, Faraday Museum and history of science activities, scientific 

research and the famous CHRISTMAS LECTURES®.  

At its home on Albemarle Street in Mayfair, the Ri is where scientists such Humphry 

Davy, Michael Faraday, James Dewar, William and Lawrence Bragg and George Porter 

discovered 10 chemical elements, won 14 Nobel Prizes, made world-changing discoveries 

in the laws of electromagnetism and molecular biology, and pioneered public science 

lectures and science events for children. 

More information at www.rigb.org and www.richannel.org. 

 

Job purpose  

The Royal Institution has over 3800 members. The Membership Coordinator will be the 

primary interface between the Royal Institution and its members and therefore must 

have strong communication, administration and IT skills.  

This role would suit a driven individual with at least two years relevant experience who 

leads through their ability to organise and deliver projects and events, can engage 

audiences of all ages through honed communication skills and ultimately, can deliver a 

sales and marketing campaign that will produce growth and improve engagement within 

the vibrant membership community.   

 

To apply for this position, please send a CV and covering letter to Kathryn 

Hageman at khageman@ri.ac.uk by 14 July 2013.  

 

 

http://www.rigb.org/
http://www.richannel.org/
mailto:khageman@ri.ac.uk


Job description 

 To act as the first point of contact for all members and prospective members, 

taking enquiries via multiple communication channels, providing a high level of 

customer service, and updating the database accordingly 

 To manage the member life-cycle i.e. sale and payment, new member 

communications, member benefit administration and renewal process 

 To assist in the creation and development of membership and marketing material 

e.g. letters, new member welcome packs, newsletters, e-communications, 

member questionnaires and brochures 

 To manage and develop membership events  

 Attend events, both internally and externally to promote the Royal Institution and 

its membership opportunities  

 Work with other departments across the organisation to maximise engagement 

with membership recruitment strategy 

 Assist in the development of the membership recruitment and retention strategies 

 To coordinate affiliate and sponsor activity and recognition programmes 

 To have a good knowledge of organisational strategy (ie. fundraising aims) to be 

able to cross promote Ri events, products and services at the customer interface 

 To coordinate and mange a network of member volunteers 

 To coordinate central administrative support for various groups including a 

student forum 

 To undertake member market research in areas such as member benefit analysis, 

satisfaction and competition analysis 

 To keep records and produce detailed reports on  recruitment and retention 

activities, marketing campaigns and consumer behaviour 

 Produce regular report on membership statistics and assist in sales forecasting 

 Process electronic payments and liaise with the Finance Department to ensure 

accurate and up to date recording of payments 

 Manage and contribute to the development of the CRM system and database 

 Provide administrative support to the Membership Manager 

 Must be available to work occasional evenings and weekends 

 

Person specification 

Skills, experience, knowledge Essential (E) 

Desirable (D) 

Demonstrated at 

Application (A) 

Interview (I) 

Selection Test (T) 

Thorough working knowledge of Microsoft 

Office (particularly Outlook, Word, Excel and 

PowerPoint) 

E T 

Experience of using a CRM system such as 

Salesforce or equivalent 

E  A 

Knowledge of data protection policies D I 



Excellent telephone manner and able to 

communicate and sell effectively to a range of 

audiences 

E I/T 

Excellent written communication skills E A/T 

Ability to undertake research on a number of 

subjects  

E A 

Ability to analyse data and produce reports E A 

Experience in coordinating volunteers or 

groups of people 

D A 

   

Qualifications   

Educated to A Level or equivalent qualification 

or experience 

E A 

   

Personal attributes   

Absolute attention to detail E A 

Excellent organisation and time management 

skills 

E I 

Ability to work on your own initiative or as 

part of a team 

E I 

Willingness to learn new skills D I 

 

 


