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National Resource Centre for
Supplementary Education




Job description 
Post title: 
Membership Administrator
Hours: 

Part-time 14.4 hours per week (4 half-days or 2 full-days)
Location: 
NRCSE office, 356 Holloway Road
Salary : 
£8,400 (£21,000 pro rata)
Benefits: 
3% contributory pension 

Background information

The primary aim of the NRCSE is to provide support and guidance to community-led initiatives offering supplementary education to children; enabling them to deliver safe, effective and sustainable services and to raise their profile among mainstream schools and other children's services.

We support community-led organisations (primarily, but not exclusively, Black, Asian, refugee and minority communities) to access appropriate support and training that enhances the quality of their services, at times and in locations that are convenient to them.

We aim for all community-led supplementary schools in England that are active and offering curriculum and/or mother tongue tuition to complete quality assurance that is rigorous, peer-assessed, nationally recognised, developmental and responsive to their needs.

Our ideal is for appropriate developmental and rigorous quality assurance to be available for all out-of-school hours educational provision (including faith instruction and privately-run tutoring) so that parents and children have access to real options to address educational disadvantage and underachievement that are not determined by socio-economic status; as is presently the case.

To achieve our aims we offer a membership scheme open to all organisations that define themselves as supplementary schools or providers of supplementary education. We facilitate and moderate a quality assurance scheme, the Quality Framework for Supplementary Education, which is self-developmental and peer-led. We offer training, guidance and advice through practical training courses and publications, our website and social media, and partnership with statutory agencies and funding bodies.
Membership Administrator – Job Description

Job purpose

· The Membership Administrator will manage NRCSE’s membership scheme 

· In collaboration with the Webmaster, the post holder will be responsible for membership communications and online database.
· The post holder will also be responsible for daily office administration, including opening post and responding to communication in NRCSE’s generic email inbox, as part of a small team.

· Basic bookkeeping of income from NRCSE members, including billing, invoicing and tracking of membership and training fees.

· Managing all aspects of membership: registrations, renewals, address changes and queries

· General office administration duties as part of team with other employees 
Responsible to:

· Executive director
Main tasks and responsibilities

Membership Management 60%

· Manage communications regarding membership, including responding to the queries of potential members
· Process new membership requests including entering new members in database; sending invoices; receiving and processing payments and activating membership
· Ensuring the timely payment of membership fees and chasing late payments
· Record accurate membership information in database

· Activating new web users

· Sending welcome packs and journals by post. 
· Prepare and execute regular (at least monthly) communication with NRCSE members using the tools on the NRCSE website (CMS training provided)
· Manage the financial recording of all NRCSE members’ income (including membership, training and Quality framework fees)
· Create quarterly financial reports on Membership income for NRCSE’s governing board

Office Administration 40%

· Making weekly data back-ups of membership and finance data

· Act as the first point of call for enquiries by telephone, post and email together with other staff members

· Maintain efficient office systems, including information storage, and monitoring and purchase of stationery

· To undertake any other task that may be reasonably required within the overall functions of the post

· Basic website updates for other members of the team (CMS training provided)

Membership Administrator – Person Specification

Essential

· Computer literate with a good knowledge of word processing, spreadsheets and database programmes (we use MS Office 2007)

· Experience of managing web content (we use Wordpress)
· Experience of working in a busy office environment

· Ability to prioritise work effectively to meet deadlines 

· Ability to work independently as part of a team with excellent team-working skills

· Good communication and interpersonal skills

· A strong commitment to accurate work and meticulous attention to detail
· Interest in and understanding of NRCSE’s work

Desirable

· Experience of working in the education and/or charity sector

· Experience of working with full-time staff and volunteer trustees
· Experience of working in a membership organisation
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