
MEMBERSHIP EXECUTIVE - JOB DESCRIPTION  
	Job Title:
	Membership Executive  

	Reporting to:
	Membership Manager 

	Responsible For:
	Membership Team & Department

	Main Purpose of Job Role:
	To work in a successful team focussing on membership recruitment and raising the profile of the Chamber across the local business community.


	Date of Issue/Reference No:
	February 2024 


	Main Duties & Responsibilities


	This job role is perfect for any self-motivated individual with a commercial/sales background who has a passion for supporting local businesses. 
The main role is to recruit new member businesses into the Chamber and to promote the organisation across the region. 

Duties include:-

1. Generate own leads and sales opportunities 

2. Convert opportunities into membership sales 

3. Encourage members to utilise services offered by the Chamber

4. Attend networking events to promote the Chamber membership offering 
5. Nurture client relationships, working closely with them to understand their needs

6. Following up on inbound enquires from potential Chamber members

7. Manage own diary and plan outreach, lead generation and appointments 

8. Visit local businesses to discuss the Chamber offering 

9. Organise drop in clinics at local business centres to help with lead generation 

10. The promotion of CCB&R in a positive and enthusiastic manner

11. To work as part of the team and to contribute to the achievement of its overall objectives 

12. Any other duties deemed necessary to fulfil the post both now and in the future to meet business needs
13. Provide full flexibility in supporting other areas of the business as and when required including cover for absences of team members when necessary
14. Attend Chamber events as and when required


PERSON SPECIFICATION
	Job Title:
	Membership Executive


	
	Essential
	Desirable

	Education, Qualifications & Training:

	I.T. Qualification (Microsoft Packages)
Qualification and/or Training Background in Sales 

	√


	√



	Experience & Knowledge:

	· Competent with I.T. (Microsoft Packages)

· Good business acumen, with commercial experience 
· Successful background in sales and customer service 

· Knowledge/experience of working in a commercial environment 

· Previous experience of networking to increase business opportunities 

· Delivery of presentations

· Knowledge of CRM systems

· Experience of working within a target driven business
	√
√

√

√

√

√

√
	√



	Competencies, Skills & Personal Attributes:

	· Ability to communicate effectively at all levels of the organisation and externally

· Excellent communication skills both verbal and written

· Strong organisational skills

· Self-motivated with the ability to work under pressure whilst maintaining high standards
· Excellent team player 
	√

√
√
√

√


	


	Other:

	Driving Licence Required 
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