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 Job Description

Section 1 – Description

Job Title:
Membership & Events Administrator (28 hours per week) – 9 Month Fixed Term Contract 
Location:
Royal College of Physicians of Edinburgh (RCPE), Edinburgh
Reports to:
Membership Development Manager 
Date:

January 2020
Section 2 – Job Purpose

To provide general administrative and event organisation services to a range of committees. To support membership recruitment and retention rates through assisting in the delivery of RCPE events, and promoting our membership offer at internal and external events. 
Section 3 – Organisation Chart
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Section 4 – Dimensions
Specific Services:
Administrative and Event Support Services 

Membership Engagement and Outreach Services at Internal and External Events  
Data & Subscription Administration

Grant and award application administration
Social Media, Communications, including basic website updates      
Section 5 - Main Responsibilities and Role
· Provide general administrative support to a small number of College committees and event organizing groups
· Provide practical and event support to RCPE, or associated committees to ensure their smooth administration and delivery
· Provide administrative support for the College’s Mentoring for Medics programme
· Respond to members and clients through email, web and telephone communication in a timely and professional manner 
· Support and administer the presentation of a small number of awards and grants  
· Receive, send and pass on post and emails 
· Maintain up to date web content on the College website
· Collate communication material for newsletters and marketing collateral, and online marketing material/platforms as well as liaising with colleagues regarding updates to the RCPE  website
· Attend symposia, cross college and outreach events to support membership development activities and promote the value of being a Fellow or Member of RCPE 

· Implement best practice in adherence to data protection laws 

Section 6 – Planning and Organising
The Post holder 
· Takes responsibility for day to day planning and organising workload in line with deadlines set by the nature of the work

· Takes responsibility for ensuring that all RCPE, associated committees, and external organisation requests are processed in line with the required operational procedures and within agreed timeframes

· Make plans weekly, monthly, quarterly, and annually re: deadline dates for appointments panels, schedules of elections, meetings and events, distribution of agendas and minutes, reporting and other meeting and event arrangements
· Will need to be extremely organised to manage priorities, and will be adept at forward-planning

Section 7 – Decision Making
The post holder will 
· In agreement with the line manager confirm with committees the timescale for completion of tasks and the scheduling of meetings, ensuring the commitment to provide support is realistic and deliverable 
· Involve line management in helping manage conflicting requests and deadlines
· Be responsible for day-to-day organisation of workload and determining own priorities in consultation with the line manager 
Section 8 – Internal and External Relationships
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Internal groups or committees


Sponsors, Venues and Caterers
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Section 9 – Person Specification - Knowledge, Experience, Skills and Style Required 
The post holder will require the following:
Experience:
· Experience in the planning, administering and organising events, preferably educational and/or social type events.  
· Experience in supporting committees, project teams and/or management teams  

Skills:
· Ability to work autonomously and be responsible for multiple projects simultaneously.   

· Competent organisational, planning, numeric and administrative skills 

· Competent computer skills including Word, Excel, PowerPoint and Outlook, and member databases

· Strong verbal and written communication skills
· Proficient social media skills including LinkedIn, Facebook, Twitter and Instagram

· Ability to deal with membership enquiries, and be tactful with nominees, Office Bearers and Fellows & Members 
Attributes:
· Self-motivated with a high degree of sociability and an adaptable and ‘can do’ attitude
· Strong team player that can operate both quickly and with a flexible and inclusive approach 
· Ability to build and maintain effective working relationships with colleagues in the College and external organisations 
· Willingness to promote the College at internal and external events
· An absolute commitment to improving the customer experience for our stakeholders
· An empathy for the challenges faced by many Fellows and Members, especially those in the NHS, and an awareness of how important it is to be kind, caring and compassionate to ensure that their needs are met, and ideally exceeded

Section 10 – Job Context and Special Features

The Membership team is a dynamic division of the Royal College of Physicians of Edinburgh responsible for driving Membership Development activities, and providing Membership and Governance Services to both internal and external stakeholders. The department is external facing and committed to supporting the College’s vision to be the College of Choice for Physicians and related specialities internationally. Some minimal travel and occasional overnight stays across the UK may be required. This role is based on a 28 hour week over 4 days.
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