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Membership and Administration
Job Title: 		Membership and Administration
Hours of work:	35 hours per week (Mon-Fri 10am-6pm) plus Annual Conference x3 days and occasional evening work
Salary:	£23,000 - £25,000 per annum depending on experience and paid monthly in arrears
Holidays: 	25 days plus statutory holidays and office closure over Christmas and New Year
Location:	Music Mark offices, 3rd Floor, 8 Holyrood Street, London SE1 2EL

Responsible to:	Jem Shuttleworth, Chief Executive

Purpose of The Role
To manage and develop relationships with Music Mark’s membership and, in so doing, ensure that the highest quality professional support is offered at all times. 
To be responsible for the day-to-day running and administration of the office. This will include managing, with the team, the promotion and delivery of our Annual Conference, events and training. 
To support the Chief Executive in her role and contribute to the continuing development of Music Mark as a strategic lead organisation across the music education sector. 
JOB DESCRIPTION 
The job description reflects the present requirements of the post. As duties and responsibilities change and develop the job description will be reviewed and may be subject to amendment in consultation with the post holder.
Key Responsibilities
Membership
· Act as the first point of contact for all membership enquiries and respond in a timely and professional manner with confidence 
· Provide day to day ongoing support for all members based upon positive and amiable relationships alongside a commitment to deliver the highest level of service at all times 
· Manage the membership acquisition and retention processes with clarity
· Maintain the membership database with accuracy so as to best serve the membership
· Monitor membership trends and produce membership analysis reports on a regular basis
Administration
· Provide general day-to-day office support including phone calls, post, organising meetings, booking travel, stationary supplies and ensuring office equipment is in working order
· Maintain an accurate calendar of events and dates for the organisation 
· Act as the first point of contact for IT external provider and liaise re cloud based system 
· Support with delivering Music Mark’s social media presence, namely Twitter
· [bookmark: _GoBack]Ensure that the Music Mark website is up-to-date with member and sector wide content  
· Organise and coordinate Music Mark’s presence at exhibitions and events held by our membership and other organisations

Annual Conference and Events/Training 
· Take a lead in the operational delivery of these, ensuring highest professional standards
· Manage venue liaison to ensure all runs smoothly throughout 
· Manage delegates from initial booking, through attendance, and on to final evaluation 
· Manage exhibitor arrangements from booking onwards to ensure customer satisfaction 

Finance 
Alongside, and overseen by the Chief Executive, ensure that financial systems, policies and procedures are adhered to including 
· Issue all invoices to customers and record them on our system 
· Enter all supplier invoices and record all payments on our system 
· Provide monthly reconciliations for bank accounts and petty cash
· Manage credit control 

CEO Support
· Provide a comprehensive secretarial and administration service across the range of work
· Coordinate all Staff, Board, Regional Representative and Advisory Group meetings including compiling papers to ensure circulation in good time for meetings
· Attend all Board and other meeting as directed, take minutes and follow up as directed 
· Liaise positively and professionally with colleagues, membership and visitors
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