
JOB DESCRIPTION

	Job title:
	Membership Officer


	Reporting to:
	Head of Membership Services


	Job purpose:
	To deliver accurate and timely processing of subscribers while actively supporting recruitment, retention and development through structured outbound engagement and follow up activity. 

The role contributes directly to revenue protection and expert subscriber growth through disciplined operational delivery and independent working.


	Salary:
	Between £24,000-£26,000 per annum (dependent on experience) plus benefits.


	Status:
	Full-time permanent role following satisfactory completion of probationary period.

Hybrid working with a minimum of two-days per week in APIL’s Nottingham office.



	1.
	Process expert renewals accurately and in full, ensuring correct status allocation, fee entries and supporting documentation are completed and recorded.


	2.
	Process new expert applications, including verification checks (e.g. regulatory status, references, tier categorisation), ensuring consistency with APIL standards.


	3.
	Maintain accurate and consistent CRM records and expert directory data, ensuring house style and data standards are always followed.


	4.
	Log all activity clearly and consistently within CRM, maintaining a complete and auditable record of expert engagement.


	5.
	Identify discrepancies, missing information or errors and resolve proactively.


	6.
	Undertake structured outbound and follow up activity (calls & emails) to prospective and lapsed experts in line with agreed weekly activity levels, including leads generated from marketing campaigns and corporate development activity. 


	7.
	Maintain an accurate and up-to-date prospect list, ensuring all outreach activity and outcomes are recorded.


	8.
	Escalate complex, strategic or senior-level discussions to the Corporate Development Manager where appropriate.


	9.
	Participate in a shared rota for inbound public enquiry calls and coverage of the membership inbox, providing accurate and professional information while maintaining processing accuracy.


	10.
	Manage workload effectively, balancing processing responsibilities with outbound activity and enquiry handling.


	11.
	Engage in relevant training and development to support continuous improvement in performance.


	12.
	Undertake any other duties reasonably required to support APIL’s membership and expert subscription operations.




PERSON SPECIFICATION

The successful candidate is likely to possess the following qualities and experience:

Work experience:
· Experience in a process-driven administrative or membership role.
· Experience using CRM or database systems with demonstrable data accuracy.
· Experience handling transactional work requiring high attention to detail.
· Experience drafting professional correspondence independently.
· Desirable: experience within a membership, accreditation or subscription-based environment.

Education:
· A-level or equivalent qualification, or relevant work-based experience demonstrating strong administrative and data management capability.

Skills:
· High attention to detail and accuracy.
· Strong organisational and time management skills.
· Confident and professional telephone manner.
· Strong written communication skills, with accurate spelling, grammar and professional tone.
· Ability to manage workload independently.
· CRM/data management proficiency.
· Ability to manage interruptions while maintaining accuracy.

Personal qualities:
· Methodical and disciplined.
· Proactive and willing to initiate follow-up activity.
· Reliable and accountable.
· Comfortable working within defined processes.
· Self-motivated and able to work independently.
· Professional and composed.
· Empathy with APIL’s aims and objectives.
Equality, diversity and inclusion statement
APIL is a values-driven organisation which is serious about equality, diversity and inclusion. We are committed to social justice and want to reflect and represent the communities we serve, so that all our stakeholders feel they are valued and are able to thrive. Our commitment to this agenda will form a core part of the role.
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