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JOB DESCRIPTION

	Job Title

	Membership Administration Officer

	Line Manager

	Chief Executive Officer

	Direct Reports 

	N/A




	Job Purpose


	To provide high-quality administrative support to ensure the smooth delivery of SHN’s membership services, member engagement and communications. 

The postholder will:

· Deliver efficient administrative support across SHN’s membership services.
· Support member engagement and communications.
· Carry out pre and post event administrative duties, including liaising with speakers.
· Maintain accurate records, system and documentation on all member related activity, this includes updating our CRM and member website.
· Produce professional membership communications, including newsletters and member queries.





	Key Responsibilities


	Event Administration

· Liaise with colleagues to schedule events, training sessions and workshops for SHN members. 
· Liaise with colleagues to confirm speakers and speaker arrangements for events.
· Managing bookings, invitations, attendance lists and follow‑up communications. 
· Providing logistical and operational support to ensure successful delivery of member events and thematic forums. 
· Post event administration, including uploading materials to the website and YouTube.
· Attend members’ events as required. 



	Membership Communications

· Produce and distribute regular membership Newsletters.
· Ensure information on website is kept accurate and up to date.
· Support the distribution of publications and research communications. 
· Produce member communications to a high standard, using agreed templates and a standardised approach.
· Update SHN social media, as directed. 


	Membership Administration

· Maintain accurate and up-to-date member records in CRM.
· Directing member enquiries to relevant colleagues.
· Issuing and processing responses to Member Queries, producing output and uploading to website/sharing as appropriate.
· Store and process records in line with Data Protection regulations. 
· Respond appropriately to ad-hoc request from members, or direct them to the relevant staff member. 



	Internal Team Support

· Supporting organisational administrative functions including maintaining shared inboxes and managing shared folders.
· Participating in Team Meetings.




	Scope, Autonomy and Decision-Making

The post-holder will:

· Take responsibility for maintaining accuracy and professional standards in all communications and records.

· Prioritise their own workload to ensure that member-focussed approach to work and meeting deadlines.

· Complete routine tasks independently.

· Suggest improvements in processes to their line manager.

· Engage in continuous professional development. 

 





	Pay Grade

	Grade 6 

	Weekly Hours

	35 hours per week

	Workplace

	Homebased.
 

	Driving License
	Not required, but must be able to travel to attend meetings and events, where required, usually in central Scotland)





	Person Specification


	
	Essential
	Desirable

	Qualifications and Knowledge
	
	

	Educated to SCQF level 6 or relevant administrative experience.
	X
	

	
	
	

	Experience
	
	

	Experience in an administrative role within a customer‑facing or service‑delivery environment

	X
	

	Experience coordinating events, meetings or training sessions

	
	X

	Experience maintaining accurate records and managing information systems

	X
	

	Experience using CRM systems

	
	X

	Experience working in housing, charity or public‑sector settings

	
	X

	
	
	

	Skills
	
	

	Strong organisational skills and ability to manage a varied workload

	X
	

	Ability to produce basic visual materials (e.g., Canva)

	
	X

	Excellent written and verbal communication skills

	X
	

	High attention to detail in document formatting and data entry.

	X
	

	Ability to work proactively, anticipate needs and resolve routine issues.

	
	X

	
	
	

	Personal Attributes
	
	

	Member‑focused, professional and approachable

	X
	

	Reliable, organised and able to work independently within agreed frameworks

	X
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