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	Job Title:
	Membership  Manager

	
	
	

	Reporting to:
	Chief Executive

	
	
	

	Responsible For: 
	Business Development Executive Northants, Business Development Executive MK, Membership Team Leader, Business Engagement Executive

	Main Purpose of Job:
Manage the membership team to deliver membership objectives and achieve performance targets.  Whilst also continuing to meet personal sales targets to ensure membership income meets Business Plan targets set.  


	Main Duties:
	

	
1. Line Manage the membership and retention team to enable individuals to meet objectives and achieve targets
2. Meet with Chamber of Commerce Service providers to ensure providers are providing a quality service and to grow commercial income generated
3. Work with the Events team providing input into future events plan 
4. Work with the CEO to shape the Membership strategy and accompanying targets for the Chamber’s Business Plan
5. Manage retention team leader to increase impact of Account Management activity
6. To work with team members to develop and deliver membership sales and retention campaigns which meet the needs of SMEs across Northampton and Milton Keynes
7. Work with Marketing team to develop marketing and communications collateral which supports the delivery of membership targets
8. Track membership performance, including retention rates, engagement, credit control and sales activity using the Chamber’s CRM (Rubi) to monitor the success of membership
9. Work with Management Accountant to provide up to date monthly financial information on Membership subscription income and wider commercial activity
10. Work with Marketing team to ensure Membership area on the website is up to date
11. Provide input to the Board report on Membership activity and performance
12. To identify and recruit new members against agreed targets
13. To identify and create sufficient leads to maximise sales opportunities and ensure monthly targets are met
14. Promote and sell all Chamber Services, including Events, Website Advertisements, Training and Sponsorship opportunities
15. To deliver existing personal targets and objectives to ensure Membership income remains stable.
16. To host Chamber networking events and build relationships with prospective and existing members 








	
This job description is not exhaustive due to the changing environment of Northamptonshire Chamber.  The job holder may be required to carry out other duties considered to be within the scope of the job.
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