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Job Title:  Membership Officer 
Salary:  £28,000 FTE per annum, pro rata (£22,400 per annum at 0.8 FTE) 
Hours:  30 hours per week (0.8 FTE) 
Location:  Home based with travel throughout the UK, including occasional evening and weekend working. 
Responsible to:  Director 
Responsible for:  None 
Contract:  Permanent 
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Job Purpose 
The Membership Officer will be responsible for the day-to-day administration of membership, supporting and processing new applications, annual renewals, member enquiries, liaison with the Membership Department at ICOM in Paris, and maintaining accurate membership records across ICOM UK’s systems. 
Working closely with the Membership & Administration Manager (freelance), the Membership Officer plays a key role in ensuring members receive a professional, responsive service while contributing to membership growth, retention and engagement through effective communications, administration, reporting, data analysis and continuous improvement of our membership processes.  
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Key Responsibilities 
1. Membership Administration 
· Manage the day-to-day administration of ICOM UK's memberships, including processing new membership applications, annual renewals and transfers in accordance with established ICOM membership criteria and procedures. 
· Regularly liaise with and provide data to ICOM’s Membership Department in Paris regarding applications and membership records. 
· Maintain accurate membership records within ICOM UK’s own membership system. 
· Prepare and distribute membership cards, stickers and related membership materials by post and courier. 
· Respond to member enquiries in a professional, timely and customer-focused manner by email and through other communication channels. 
· Provide advice and guidance on membership categories, eligibility and benefits, supporting members throughout their membership journey and providing a high standard of customer service. 
· Resolve routine membership issues and escalate complex enquiries where appropriate. 
2. Membership Data and Reporting 
· Maintain accurate membership data and ensure records remain current across all membership systems. 
· Reconcile membership information across organisational systems, working collaboratively with the Marketing & Communications Officer to maintain accurate mailing lists and member communications. 
· Produce regular reports on membership numbers, renewals and trends to support organisational planning and to inform recruitment, retention and service improvement. 
3. Membership Communications 
· Work collaboratively with the Marketing & Communications Officer to support timely and effective membership communications, including welcome emails, renewal reminders and member updates. 
· Help to ensure membership information published on the website and within newsletters is accurate, current and consistent. 
· Support communications promoting member benefits, events, professional development opportunities and other membership activities. 
· Contribute to initiatives that encourage membership recruitment, retention and engagement. 
4. Membership Systems and Continuous Improvement 
· Contribute to the continuous improvement of membership administration processes, procedures and documentation. 
· Support the ongoing development of ICOM UK's digital membership systems. 
· Identify opportunities to improve operational efficiency and enhance the member experience. 
5. Finance Support 
· Support the Membership & Administration Manager (freelance) and the Director with the reconciliation of membership payments and associated financial administration. 
· Work collaboratively with colleagues to maintain accurate financial records relating to membership income. 
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Working Relationships 
The Membership Officer works closely with: 
· Membership & Administration Manager (freelance) 
· ICOM UK members 
· ICOM Membership Department 
· Director 
· Marketing & Communications Officer 
· Membership Committee 
· Suppliers and service providers 
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General Responsibilities 
The postholder will: 
· Attend team meetings, Membership Committee meetings and Trustee meetings as required. 
· Work in accordance with ICOM UK's values and policies. 
· Promote equity, diversity and inclusion in all aspects of the role. 
· Comply with Health and Safety legislation and organisational policies. 
· Maintain confidentiality and comply with UK GDPR and Data Protection legislation. 
· Contribute to a positive and collaborative working culture. 
· Undertake continuing professional development. 
· Carry out other duties commensurate with the level of the post as reasonably required. 
· ICOM UK is a fully remote organisation. Staff are required to have access to basic computer equipment including a PC or laptop and good wi-fi to access the organisation’s Microsoft SharePoint site and associated Microsoft apps, including Teams. A home-working allowance will be paid to employed staff and any expenses incurred whilst performing the requirements of the role will be reimbursed in line with ICOM UK’s Staff Expenses Policy. 
About ICOM UK  
The International Council of Museums United Kingdom (ICOM UK) is the UK's professional membership body for the international museum community. As the UK National Committee of the International Council of Museums (ICOM), we connect museum professionals across the United Kingdom and its Overseas Territories with a global network of more than 60,000 members in over 120 countries.  
We support our members through advocacy, professional development, international collaboration, bursaries and events, helping museums and museum professionals engage with global practice and debate.  
ICOM UK is a registered charity governed by a Board of Trustees and delivered by a small, collaborative team of staff and freelancers.  
 
What we offer  
· Salary of £28,000 FTE (£22,400 pro rata at 0.8FTE).  
· 5% employer pension contribution.  
· 25 days annual leave plus bank holidays (pro rata).  
· Flexible, remote working.  
· Home working allowance. 
· Opportunity to contribute to an internationally connected membership organisation supporting museums and museum professionals.  
· A supportive, collaborative and values-led working environment.   
 



Person Specification 
Essential 
Experience 
· Working in an administrative role. 
· Maintaining accurate databases or CRM systems. 
· Managing high levels of emails, enquiries and correspondence. 
· Managing competing priorities and working independently. 
· Experience using Microsoft Office software and apps, particularly Excel, SharePoint and Teams. 
Knowledge 
· Understanding and able to apply the principles of excellent customer service. 
·  Knowledge of office administration and organisational processes.
· Understanding of GDPR, data protection and confidentiality. 
Skills 	 
· Excellent organisational and administrative skills.
· Strong attention to detail and accuracy.
· Excellent written and verbal communication skills. 
· Ability to prioritise and manage a varied workload. 
· Strong customer service and relationship management skills. 
· High level of digital literacy, including Microsoft 365, databases and CRM systems. 
· Ability to work independently while contributing effectively as part of a small, remote team. 
· Strong problem-solving skills and a proactive approach. 
Desirable 
· Experience working within a membership organisation, professional body or charity. 
· Experience of using online payment platforms. 
· Experience of editing websites, particularly using WordPress. 
· Experience supporting membership recruitment and/or retention. 
· Knowledge of the museums, heritage and cultural sector. 
· Experience working with trustees. 
· Experience of working remotely and as part of a remote team. 
Personal Attributes 
The successful candidate will demonstrate: 
· Excellent customer focus. 
· Professionalism and integrity. 
· A collaborative, proactive and supportive approach. 
· Flexibility and adaptability. 
· Strong attention to detail. 
· Reliability and accountability. 
· Initiative and willingness to improve systems and processes. 
· Commitment to the values and mission of ICOM UK. 
 
This job description outlines the principal duties and responsibilities of the post. It is not intended to be an exhaustive list and may be reviewed and amended, following consultation with the postholder, to reflect the changing needs of ICOM UK. 
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