Membership Resources And Engagement Officer
Job description And Person Specification
The Green Party is seeking to recruit a Membership Resources and Engagement Officer to coordinate and implement a membership engagement strategy. This will be tailored to the diverse needs of our existing members and encouraging the recruitment of new members and Friends – primarily via supporter conversion.

Salary: £24,380 – £27,456 (pay scale 11 – 17)
Hours: 35 hours per week
Location: Green Party HQ, London
Line Manager: Membership Development Manager
Deadline: 31.10.17 (Tuesday)
Only successful candidates will be notified
Main Duties And Responsibilities:
A new strategy for membership recruitment, retention, and engagement is in preparation. The post holder will have the opportunity to contribute to this process. Please note the role and responsibilities listed below may change to reflect the strategy that will be adopted.
· Take ownership of the members/supporters communications strategy. This must be done in collaboration Membership Development Manager, and the Social Media Officer.
· Design and deliver useable tools and resources for Local Party Membership Officers so they can engage members, enthuse activists, and grow membership.  Be their first point of contact for all queries relating to this.
· Work with the Communications Team to establish and run a successful engagement programme for members and supporters.
· Use new media, and digital tools to maximise member/support engagement.
· Improve members’ experience by mapping and understanding, and then improving their journey.
· Monitor existing membership benefits to ensure they’re fit for purpose, and actively seek new affinity partnerships.
· Lead workshops and webinars for Local Party Membership Officers on improving the membership experience with a focus on engagement as a tool to retain and grow membership.
· Help the membership team by being a first point of contact for inbound (electronic, phone, post) queries, and always delivering exceptional customer service. Also actively support the completion of administrative tasks.
· Take ownership of producing and distributing bulletins, publications, and newsletters to members and supporters.
· Maintain and improve the resources and structure of the members’ section of the Green Party website.
· Provide support to, and be the first pint of contact for regional and local membership officers.
Person Specification

	
	Attribute
	Essential / Desirable

	Experience
	Experience of developing, executing and managing marketing strategies and campaigns.

Experience of using social media and digital tools for marketing and promotion
Experience of communicating across a complex membership organisation
Experience of managing CRM systems


	Essential
Essential

Essential
Desirable

	Skills / Abilities
	Excellent customer service skills
Understanding of various mediums and channels for marketing and awareness of latest tools and techniques including e-shots, newsletters, videos, and brochures
Ability to forge and maintain relationships across the local parties throughout the country
A commitment to high-quality output and service, with an eye for detail
Strong organisational skills with the ability to multi-task.
	Essential

Essential

Essential

Essential

Essential



	Knowledge
	Familiarity with relevant campaigns issues and organisations
Understanding of Green Party organisation at local, regional and national level
	Essential

Desirable

	Personal attitudes
	In sympathy with the aims and policies of the Green Party, and committed to the development and implementation of a Green and sustainable society
Dedicated to accuracy and delivery of tasks in a timely manner
Must be eager to makes changes, question the status quo, have a curious nature in relation to aspects of membership and how dissecting one area can help another
	Essential

Essential

Essential

	Personal circumstances
	Eligible to work in the UK
Able and willing to work unsocial hours and outside of normal office hours as required by the post
Not a member of another UK political party
	Essential

Essential

Essential

	Equality
	Candidates must indicate full commitment to the principle of Equal Opportunities for all in line with the Party’s policies
	Essential


General Points Applicable To All Green Party Jobs:
The Green Party strives to be an Equal Opportunities employer and requires its employees to carry out their work in accordance with its polices on equality of opportunity in relation to employees and volunteers, in promotion of the party’s policies and access to the Party’s services.

Green Party staff are required to abide by any policies in place to ensure, for example, health and safety at work, data protection, etc.

The Green Party has a democratic structure with annual elections. Employees need to be aware that the organisational priorities which determine their work priorities are decisions of the Executive and may be subject to change as an Executive changes.

Green Party staff may be required to attend Green Party Executive and other meetings and conferences, so long as at least two weeks' notice is given and this does not conflict with leave already agreed. These meetings may take place out of office hours, in which case time off in lieu will be awarded.

Green Party staff are assigned goals, work plans, guidelines and priorities by their line managers as part of the annual planning and review system, but are expected to show initiative within this framework in managing their workload to meet the overall goals of the party in line with the organisational plan.

Green Party staff are required to request authorisation for any major overtime from their line manager before undertaking any such work and to use an online system to manage their leave and TOIL in conjunction with their line manager.

Green Party staff may, from time to time, be required to provide written or oral reports to the Executive.

Green Party staff should be open to developmental needs which may arise and work with their line manager to address these needs through training or other routes.

Green Party staff are expected to identify and make recommendations to their manager on improving the systems within the office.

Green Party staff are expected to participate fully in the Party’s teamwork ethos, attend staff meetings, share team duties and responsibilities and develop their work in co-operation with other colleagues.

Green Party staff are expected to promote and develop the role of volunteer staff within their area of responsibility in liaison with the HR & Office Manager and in accordance with the current policy on the management of volunteers.

Whilst every endeavour has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings may therefore have been used, in which case all the usual associated routines and duties are naturally included in the job description. Green Party staff are expected to undertake any other reasonable tasks as requested by the Executive via their Head of Department, CEO or relevant GPEx Co-ordinator.

This job description may be periodically reviewed in consultation with the post holder.
Equal Opportunities Statement:

All Green Party employees are required to carry out the Party’s policies concerning racial and sex equality and the rights of people with disabilities and lesbians, gay men and people who are bisexual both in terms of equal opportunity for employment, in policy work and access to the Party’s services.
