	JOB DESCRIPTION


----------------------------------------------------------------------------------------------------------------------------------
IDENTIFICATION OF JOB

---------------------------------------------------------------------------------------------------------------------------------
JOB TITLE


-
Membership Assistant
TEAM



-
Membership and Island Bookings
WORKING BASE

-
Parc Slip, Tondu, Bridgend




RESPONSIBLE TO

-
Membership Development Manager
----------------------------------------------------------------------------------------------------------------------------------
OVERALL PURPOSE OF JOB

----------------------------------------------------------------------------------------------------------------------------------
· To deliver and maintain a high standard of service and customer care
· To accurately record and edit data using a CRM database
· To help the Membership and Islands booking team deliver an effective service by assisting them in a wide variety of administrative duties 
· Promotion of the Wildlife Trust’s aims and membership

· To comply with Health and Safety legislation

----------------------------------------------------------------------------------------------------------------------------------
MAIN RESPONSIBILITIES

----------------------------------------------------------------------------------------------------------------------------------
Database Administration

· To enter and edit data on to the membership database accurately following the GDPR 
· To run reports and mailings via the database as requested by other members of staff

· To send regular correspondence to members and supporters via the database by email and post
General Administration
· To undertake administrative tasks as required, including outgoing post, large mailings and filing
Telephone

· To help answer the telephone, answer questions from members of the public and direct   calls to the appropriate member of staff

Customer Service
· Ensure that a high level of customer service is maintained by being helpful, courteous and knowledgeable about the Wildlife Trust and its work.
General
· To undertake other duties appropriate to the post that may be requested 

· Positive promotion of the Wildlife Trust 
	JOB SPECIFICATION


Job Impact

The work undertaken has a high impact.  A mistake with data entry or filing may have a serious impact for an individual and incur a loss of reputation and possible financial losses. The postholder is the ‘Face’ of the Trust within the office and needs to maintain a high level of customer service at all times.
Independence and Judgement

Due to legal requirements and Trust guidelines, a minimum level of independence is required regarding working practices and procedures. Initiative will be required to deal with certain circumstances but liaison with the Management Team will be required on more complex issues.
People and Contacts

The post-holder will be required to have contact with members of the Wildlife Trust staff and volunteers on a daily basis to pass on and receive information.

Creativity and Innovation 
There are many routine and regular tasks within the role; however there are opportunities to be enterprising and imaginative. The post is often exposed to unexpected situations, where quick thinking and good judgement is required.

Working Hours and Place of Work
The role will cover four days within a typical Monday to Friday working week. Whilst a regular working pattern of days is preferred there is some flexibility that can be applied.

The role is mainly office based at the Wildlife Trust main office based at Parc Slip (CF32 0EH) Working from home on occasion can be discussed, however the requirements of the role dictate that regular attendance at the office is needed.
	PERSON SPECIFICATION


JOB TITLE


-
Membership Assistant
TEAM



-
Membership and Island Bookings
Experience
· Essential – Good working knowledge of Microsoft Office: Word, Outlook, Excel
· Desirable – Previous experience of using a database (full training will be provided on the specific database ‘Charity CRM’ which is used by The Wildlife Trust)
· Desirable – Dealing with the public via the telephone and in a face to face environment
Competence, knowledge and skills

· Commitment to quality standards and excellent customer service
· Attention to detail and accuracy when working with customer’s data

· Methodical and organised approach to working practices and systems

· Excellent time management 

· Good work ethic and reliability

Personal Qualities

· Excellent communicator

· A flexible approach to work and working hours 

· Ability to keep calm under pressure

· Able to work on own initiative

· Ability to work as part of a team
____________________________________________________________________________
How to Apply

Applications will only be accepted via The Wildlife Trust application form.  This is available to download from www.welshwildlife.org/jobs or by contacting Jon, Nicola or Jane on 01656 724100.  Closing date for applications is 12pm on Friday 12th July.  Interviews to be held on Tuesday 23rd July.
Please send completed applications to: 

Recruitment, 

The Wildlife Trust of South and West Wales, 

The Nature Centre, 

Fountain Road, 

Tondu, 

Bridgend, 

CF32 0EH
Or via email to: membership@welshwildlife.org

June 2024 NC/JC

