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Job Title:  

Membership manager
Organisation: 
Royal Society of Sculptors
Dora House, 108 Old Brompton Road, London SW7 3RA
Pay:


£31,000
Hours: 


Full time (Monday-Friday); 35 hours a week (office based)
Holidays:

20 days a year (in addition to the normal public holidays)
Pension:

Workplace contribution
Reports to: 
Director
Royal Society of Sculptors 

The Royal Society of Sculptors is an artist-led membership organization. We support and connect sculptors throughout their careers and lead the conversation about sculpture through exhibitions and events for all. The Society was created more than 100 years ago to champion contemporary sculpture and the artists who create it. The Society provides a supportive membership community to sculptors throughout their careers, offering access to expert advice, training, bursaries, residencies and awards.

We are based in London’s South Kensington, a few minutes’ walk from its great museums in a beautiful listed building called Dora House. Our membership is international with some 650 members and fellows around the world.
For more information about us see our website: www.sculptors.org.uk 

Membership manager role description:
This key role manages the Society’s membership from the recruitment stages to processing payment and ensuring our members are making the most of their membership. You should enjoy liaising with artists as you will be responsible for ensuring effective communication with the Society’s members as well as its supporters.
The main duties are:
Membership:


Administration

· To carry out all aspects of administration – including applications and 

subscriptions – for the membership
· To co-ordinate and prepare and distribute papers for the selection meetings of members and fellows

· To respond to membership enquiries be email, telephone and in person in a timely manner
· To manage and maintain the physical and digital membership files (in accordance with relevant data protection legislation), using the Society’s customer relations management (CRM) software (Beacon)
· In liaison with the Director, to co-ordinate and prepare and distribute papers for the AGM


Finance

· To manage the membership renewals process – liaising with the Head of Finance in relation to subscriptions
· To increase the membership retention rate and the number of members paying by 

direct debit 
· To process and record Gift Aid donations


Marketing and communications
· To actively engage with members to ensure they maximise the benefits of their membership
· To create and develop content for the members’ weekly bulletin, including researching 
opportunities for members 
· To create and develop content for Shape & Form, the monthly email bulletin for non-members to build a wider base of supporters

· As needed to create and develop content for the Society’s website and social media channels working with both colleagues and freelancers to ensure a polished, consistent message

· To be responsible for brand consistency across all communication with members and support including, for example, printed and digital media
People
· To co-ordinate the annual fellows slam and twice yearly new member mixer events
· To liaise with the Trustees who are regional representatives, ensuring they are “on-message” about the Society’s activities and that information about their regional visits is shared with the local membership
· To recruit and manage a membership volunteer to support the preparation of Members’ News
General
· To be the first point of contact for Society members and the public by telephone and email

· To organise the maintenance of office equipment, ordering of supplies and general 
administration such as post
· To attend relevant training opportunities and participate in appropriate networks

· To carry out any other duties that may be reasonable required

Person specification

The Royal Society of Sculptors is fully committed to the elimination of unlawful and unfair 
discrimination and values the differences that a diverse workforce, Board and volunteers bring to the organisation. The Society actively encourages diversity to maximise achievement, creativity and good practice and to bring benefits to individuals, members and communities. 
Essential:
· Proficient written and verbal communication skills with strong attention to detail
· IT literate with knowledge of Microsoft Office 
· Understanding of budgets and costings
· Strong time management skills with the ability to prioritize effectively 

Desirable:
· Experience of working with cloud-based customer relations management (CRM) 
· Experience of working with financial services software such as Paypal and Stripe

· Experience of basic marketing such as social media/website management (uploading content, publishing new pages etc)

· Basic knowledge of data protection legislation and UK-GDPR

· Experience of supervising/managing people in the workplace

Behaviours: 
· Ability to work closely and effectively with a small team (there are currently two full timers in post)
· Ability to work with a wide range of people
· Knowledge of and commitment to providing equal access for all
To apply, please download, complete and submit complete the application form:  director@sculptors.org.uk 
The deadline for this application is Friday 18 February at 10am.
Interviews will take place at Dora House on Wednesday 23 February 2022.
We will make reasonable adjustments for candidates to ensure the recruitment process is accessible to everyone.

