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MONTGOMERYSHIRE WILDLIFE TRUST

JOB DESCRIPTION 

Post

Membership Assistant
Salary

£12.60 p/h
Hours

2 days/12 hours per week – Days to be confirmed
Location
MWT Office, Park Lane House, High Street, Welshpool, Powys 

SY21 7JP
Reporting to
Head of Resources
Statement
Assisting with the membership service for the Trust including membership recruitment, processing new and existing members, collecting payments and answering queries. 
Main Tasks
Membership

· To assist with maintaining the database of members on the Trust’s CRM and any other in-house spreadsheets, ensuring their personal and financial details are kept up to date and GDPR compliant.
· To assist with processing new member applications including:
· Setting up memberships on the Trust’s CRM
· Setting up Direct Debit facilities with the bank

· Posting out adult and child new member welcome packs

· To collect subscriptions from annual cash payers using renewal letters and forms

· To collect monthly and annual Direct Debit subscriptions via BACs and monitor any rejections

· To assist in maintaining the Watch membership database, including ordering in stock of new member pack materials. 

· To assist in co-ordinating Membership Recruitment across the county and represent MWT at a local, Wales and National level with regards to membership when appropriate.
· To work with others to coordinate appeals and membership mailings, including Watch
· To assist in maintaining accurate Gift Aid records and run regular Gift Aid collections according to HMRC guidelines.
· To answer enquiries from members regarding their membership, either by telephone, email, letter or face to face.
· To help produce leaflets and literature relating to membership and maintain the Membership page on the website.
· To assist with methods of increasing the membership. 
Admin Support
· To offer reasonable ad hoc administrative support to the Trust staff and be an active member of the Resources Team

· To undertake front of house duties, including telephony and dealing with visitors to the office and shop.
· To regularly pay in cash and cheques received in the office to the Trust’s bank account.
Other Factors

· Normal working hours are between 9am and 3pm with 1/2 hour lunchbreak, but the nature of the post requires some evening and weekend commitments.  These are regarded as an integral part of the Membership Assistant’s responsibilities for which Time Off In Lieu will be available.

· This post will be office based.
· Occasional travelling beyond the office may be required, regarding training, meetings etc.

· There are no undue physical requirements integral to the post

· The job requires the use of computers for data handling and word processing.
General

The Membership Assistant will work closely with the Membership Officer to ensure that the membership systems work correctly and efficiently.  
The ability to work within a small team is essential, as is the ability to deal with members of the Trust in a professional and knowledgeable manner.  
It is fundamental to the success of the Trust that the MA plays a part in all Trust activities.  
A mature and diplomatic approach is essential as the MA will have access to confidential personal and financial information.
