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POST TITLE:

MEMBERSHIP DEVELOPMENT COORDINATOR
SALARY 
               £30,000 (pro-rata 3 Days)
LOCATION.                        BARHAM PARK CENTRE, HARROW ROAD, SUDBURY
LEAVE                                 25 days’ holiday per annum plus bank/public holidays (pro-rata)
CONTRACT
               12 MONTH CONTRACT
HOURS                            24 hours a week, including lunch and breaks, worked flexibly to include evening                                    and weekend work where necessary

RESPONSIBLE TO:
 CHIEF OPERATING OFFICER
Deadline for applications: 5pm 17th May 2021. Interview’s week commencing 28th June 2021
______________________________________________________________
PURPOSE OF THE JOB
The Membership Development Coordinator supports youth sector organisations to be the best they can be by increasing their access to resources and opportunities for development and partnership work. The Membership Development Coordinator engages and supports 200+ members in Brent and are responsible for helping them access our offer, including suggesting training and network opportunities and highlighting key funding opportunities. 
We are looking for a dynamic, self-motivated, and organised individual who can work well both collaboratively as part of a team, as well as independently. The post holder will be required to build strong relationships with our members, trainers and funders which means excellent inter-personal and communication skills are required. 

KEY DUTIES
· Providing a high quality, effective, responsive and preventative infrastructure support to the membership of Young Brent Foundation. 

· Supporting members through (Building capacity) individually and collectively (Collaboration) and to be active in the community

· Provide support to the membership in its pursuit of encouraging children and young people to get involved in activities that complement and enhance their physical and emotional wellbeing, and support their educational attainment and transition to employment

· Providing additional support as required at critical times and stages of a member’s development

· Provide one-to-one fundraising support for members to apply for small grants from external sources
· Review, co-ordinate grants panel and process for applications to member's small grants 
· Ensure impact reports and monitoring are completed for grants streams
SECTOR DEVELOPMENT
· Take an active role in leading the monitoring, auditing and reviewing of membership processes and performance to ensure the highest quality services to children, young people and families are achieved, maintained and assured.

· To attend, where appropriate, local, regional and national meetings
· To maintain a good knowledge of national and local initiatives which are of benefit to the organisation, young people, sector organisations and volunteers
· To provide written reports for YBF and to attend meetings when required.

· To administer own workload, including meeting targets and deadlines in line with the YBF Performance Management System
· To attend relevant CPD training events in line with Performance Management appraisal
· To undertake responsibility, as part of the team, for all Health and Safety work related matters
· To work within the guidelines of YBF policies and procedures

· Maintain an excellent grasp on the bigger picture for Young Brent Foundation; actively participating in John Lyon’s Charity & LB Brent wide developments and initiatives in pursuit of Young Brent Foundation’s aims and objectives and evidencing excellent relevant and evidence based professional knowledge.

· Be responsible for ensuring that all activity related to the development of the membership is of the highest professional standard and conducted within legislative, policies, procedures, best practice guidance and directives.

· Take a lead in initiating practices to improve organisations sustainability in Brent, maximising resources, using inter-agency and partnership approaches, and identifying new approaches and funding opportunities.

· Prepare for and act upon the findings of internal and external evaluations.

ADMINISTRATION
· Oversee the keeping of accurate and up to date records of attendance data and other management information as required on Salesforce.
· Maintain records of delivery; keeping files current, well organised, and able to provide concise and accurate information about members of YBF, support provided, and outcomes achieved.
· Prepare and present high quality, succinct reports and briefings related to the work of members, colleagues, partners, councillors, members, chief officers of the Council.
· Promote the programmes and services of YBF including regular promotions, events and publicity.

GENERAL RESPONSIBILITIES
· Be responsible for ensuring that all activity is of the highest professional standard and conducted within legislative, policies, procedures, best practice guidance and directives.

· To undertake training and constructively participate in meetings, supervision, seminars and other events designed to improve communication and assist with the effective development of the post and post holder.

· Carry out any other duties as might be required within the remit and responsibilities of the post.

· Ensure risk assessments are carried out for premises, activities and services and updated as and when necessary.

· Ensure regular health and safety audits are carried out and that any areas of non-compliance are quickly rectified.

Equal Opportunities
· To demonstrate through personal and professional example a commitment to equality of opportunity for all groups and to challenge discrimination, racism, sexism and other forms of unjust behaviour

· The post holder is expected to be committed to the Foundation’s core values of public service, quality, equality and empowerment and to demonstrate this commitment in the way they carry out their duties

NB:  All employees are expected to adhere to the Foundations’ Diversity & Equality and Health and Safety Policies.
PERSON SPECIFICATION
· Strong relationship management and great interpersonal skills, with the ability to relate to people at all levels 
· Strong capability with managing Salesforce (admin level preferred)
· Highly organised and able to manage a varied workload 

· Ability to work flexibly across a wide range of tasks 

· Ability to use initiative and work autonomously 

· Knowledge In depth knowledge of community and voluntary sector services and the challenges they face 

· Understanding of national and local initiatives in children and young people's services and how these impact on small voluntary sector groups 

Other 

· Demonstrable commitment to supporting cultural competency 

· A passion for effecting positive change for Children and Young people 

· Ability to model a culture of high performance and continuous learning, placing the highest duty to children, young people and families at the centre of decision making at all times 

· Willingness to pitch in to tasks outside the job description when required and to work outside of core office hours (evenings and weekends) as and when the need arises
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