[image: image1.jpg]<f

dc

Doncaster Chamber
Inspiring success
INn business






Job Title

Membership Executive
Job Status

Permanent / Full Time
Salary Banding
£21,000- £27,000
Reporting
Membership and Events Manager 
Key Relationships

	Internal
	External

	Business Director/CEO
	Local Businesses

	Chamber Colleagues
	Partner Organisations and Stakeholders

	
	Sub Contractors/Service Providers

	
	BCC

	
	Education Partners


Supervisory Responsibilities

None
Doncaster Chamber Vision, Values and Behaviours

To work towards our vision and share our company values (see attached)

Our Vision: “To be the best Chamber of Commerce in the UK.”

Our Values: Empowered, Helpful, Meaningful Collaboration, Credible, Belief

Main Duties & Tasks 
The Membership Executive’s main role is to account manage members and bring in new members to the business in line with commercial targets.
Duties include:-
· Account Management of up to 250 members ensuring they receive the highest levels of service at all times.
· Building a pipeline of new members 

· Bring new members into the organisation each month in line with commercial targets

· Be passionate about business and supporting local employers to get the maximum out of their membership

· Work alongside the Business Director to support and grow commissions from service providers.
· Build customer profiles through high quality account management, working with accounts to enhance their experience and achieve retention and upgrade targets.

· Engage and network with appropriate partners and stakeholders building mutually beneficial relationships and referral points, attending appropriate events where necessary

· Have a clear focus on quality at all times
· Always represent the Chamber and its members in a positive manner to partners and stakeholders.

· Adhere to all policies and procedures at all times
Skills, Experience & Competencies

· All round business experience

· Experience of dealing with and supporting businesses at all levels

· Evidence of good written & verbal communication skills.

· Experience in account management 

· Experience in sales

· Evidence of ability to work on own initiative & to deliver to tight deadlines. 

· Evidence of good organisational skills.

· IT literate, with experience of using spreadsheet and database packages

· Able to relate to clients at all levels

· Local business knowledge

· Passionate about business

· Must be able to travel to venues situated within Doncaster

Key Performance Indicators

	· Account Management of approximately 200 existing members, (growing to 250) ensuring each member receives the highest levels of service as per our membership journey.

· Achieve a minimum retention rate of 85% of all accounts being managed

· Undertake a minimum of 25 meaningful engagements with members per week.
· Achieve sales targets of a minimum of 9 new members per month and a minimum value of £3780 (5 bronze, 3 silver, 1 gold)

· Achieve sales target of 2 export/custom documentation customer per month with a minimum value of £150 monthly spend.

· Achieve sales target of 2 x training course booking per month with a minimum value of £260. 

· Ensure a minimum of one bronze member per month upgrades to silver. 
· Additional KPI’s and tasks may be agreed and added from time to time according to business needs


	

	Segregation of Duties
Duties and areas of responsibility shall be segregated to reduce opportunities for unauthorised or unintentional modification or misuse of the organisation’s assets


Signed (Job Holder): _________________________________
Date: __________
Signed (Line Manager): ______________________________ 
Date: __________

Please return a signed copy to the HR Representative and retain one for your information.

This description is a general statement of required major duties and responsibilities performed on a regular and continuous basis. It does not exclude other duties as assigned

Doncaster Chamber Vision, Values and Behaviours 

Our Vision: “To be the best Chamber of Commerce in the UK.”

Our Values and Behaviours:

1. Empowered: “We have the freedom and confidence to use our own initiative and have trust in others.”
· We are accountable, responsible and own our decisions

· We embrace challenge, feedback and enjoy learning

2. Helpful: “We listen to peoples’ needs to make a positive difference with meaningful interactions.”
· We are friendly, approachable and always show willingness

· We listen actively to provide tailored solutions and great service

3. Meaningful Collaboration: “We work with others to achieve shared goals.”
· We add value to the people we work with by sharing our knowledge and skills

· We welcome the opportunity to learn from others

4. Credible: “We have an excellent reputation achieved through our people and demonstrated by our accreditations.”
· We act with courage to honour our commitments

· We proactively seek development opportunities to enhance our knowledge

5. Belief: “We believe in ourselves, our members, our partners and our borough”
· We use positive and open communication

· We respect and have confidence in others and ourselves
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