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JOB DESCRIPTION:  


	Job Title:
	Wildlife Trust Membership Recruiter

	Accountable to:
	Individual Giving Manager

	Line management responsibility for:
	Membership Team Volunteers


Job Purpose:  
The purpose of this role is to grow the Trust’s membership base to support the Trust’s vision of a Derbyshire richer in wildlife, for everyone.   

Main Responsibilities:
1. Engage with, enthuse and inspire the public to join the Wildlife Trust to increase membership; utilise a variety of sales techniques when attending a range of pre-agreed venues including festivals, markets and nature reserves, ensuring that agreed individual targets are achieved. 
2. Source and book new events and venues in agreement with the Individual Giving Manager with a purpose of reaching a wide range of audiences and turning engagement into positive membership recruitment results. 
3. Be a constant advocate for the Trust’s values and vision, promoting a positive membership ethos amongst the public and colleagues whilst upholding the Trust’s agreed values, ethics and brand.
4. Work to agreed practices in relation to Direct Debit, Gift Aid and fundraising.
5. Collect and safeguard new member personal details and received donations.
6. Provide feedback and guidance to the Individual Giving Manager in regard to recruitment venues / events.
7. Work with other Membership Sales Promoters and volunteers to ensure bookings are fulfilled and to exchange best practice regarding membership recruitment.
General Responsibilities:
8. Use specialist skills and experience alongside other colleagues to ensure the integrated delivery of the Trust’s strategic objectives and priorities.

9. Act as an ambassador for the Trust, promoting the Trust at all times.

10. Use every opportunity, commensurate with other duties, to promote membership of the Trust.

11. Ensure a high level of professionalism in all dealings with the public.

12. Ensure continuous development of skills and knowledge.

13. Comply with all policies and procedures as well as any H&S, legal or contractual obligations.

14. Carry out any other reasonable duties commensurate with the level of responsibility of the post, as requested by line manager.

PERSON SPECIFICATION 
Job Title:  Wildlife Trust Membership Recruiter
The specifications below are indicated as being essential (E) or desirable (D) for this post:

Qualifications:

· Full driving licence (E)

Recent and relevant experience, including: 

· Relevant experience in sales, fundraising or other target-based role (E)

· Experience of working in a public facing role (E)

· Experience of working alone with minimal supervision and an ability to self-motivate (E)

· Experience of recruiting for a membership organisation (D)

Appropriate knowledge and understanding of:

· Knowledge of (or willingness to develop) and enthusiasm for nature conservation and environmental issues (E)

· Microsoft Office (particularly MS Excel) and email communication (E)

· Systems relating to Direct Debit, Gift Aid and fundraising practice (D)

· A knowledge and affinity with the Trust’s work (D)

Skills - Demonstrable ability to:

· Ability to engage, face to face, with a wide range of audiences (E)

· Keep records and accurately complete forms (E)

· Organise work and prioritise changing demands (E)

· Communicate clearly, both verbally and in writing (E)

Personal Qualities: 

· Takes satisfaction in achieving targets (E)

· Professional attitude (E)

· Always ready for a challenge (E)

· Adaptable to changing demands and priorities (E)

· Work effectively on own initiative and as a member of a team (E)

· Able and willing to work outside normal office hours, including weekends, bank holidays and evenings as required (E)

· Able to work outside in all weathers and carry heavy display and event equipment over rough ground (E)
JOB CONTEXT

Job Title:  Wildlife Trust Membership Recruiter
This is a permanent post recruiting new memberships to the Trust.
This job is in the Business Development Team which seeks to achieve its objectives through building recognition of the Trust as the most active and influential local wildlife champion and delivering greater organisational security. 

The post holder will be based at home and linked to the Trust headquarters, currently located in Middleton by Wirksworth.  Regular weekend and bank holiday working and occasional evening working will be necessary. Travel within Derbyshire is required, with occasional travel outside Derbyshire and overnight stays possible. 

The post holder will be required to provide suitable transport, for which appropriate expenses are reimbursed, to and from their place of work. This will include carrying display kit and resources. Successful candidates will be required to insure their personal vehicle for business use if they choose to use it for the purposes of this role. Trust fleet vehicles are available through a booking system but MSP’s should not rely solely upon this resource to carry out their work.
Derbyshire Wildlife Trust
Derbyshire Wildlife Trust is the only organisation in Derbyshire working to protect and enhance wildlife and wild places throughout the county. We are a Registered Charity, supported by more than 14,000 members.  Derbyshire Wildlife Trust is uniquely positioned to lead change in Derbyshire, being grass roots and local whilst also being part of a strong, cohesive movement of 47 Trusts with a collective membership of over 800,000. 

Our vision is a Derbyshire rich in wildlife, valued by everyone, where wildlife moves freely through our countryside, towns and cities.  By restoring, recreating and reconnecting wildlife habitats, landscapes and communities we are creating living landscapes; areas where wildlife thrives and communities benefit from the services that healthy ecosystems provide.

We aim to deliver our vision by continually exploring alternative models to achieve our aims and by instilling a culture of innovation across the whole organisation.

We want to increase our membership, achieving 20,000 members by 2020 (2% of the population of Derbyshire).  We also want to increase our income from other sources, increasing our total turnover to £2.4million. 

The Trust employs 43 staff (equivalent of 33 F/T staff) and, crucially, enjoys the support of over 480 volunteers.  There are four delivery teams; Living Landscapes (North), Living Landscapes (South), Business Development, and Membership & Commercial Development.  Each delivery team has a Department Head who reports to the Chief Executive who is responsible for the operations of the Trust and who, in turn, reports to the Board of Trustees which governs the organisation.  The four delivery teams are supported by a Finance team and HR.  

Staff are expected to work harmoniously with each other and with volunteers, to provide appropriate assistance and advice to other staff and volunteers when desirable for the effective undertaking of their respective responsibilities.   A willingness to be flexible about working arrangements and to provide occasional cover for absent staff is essential in order to maintain organisational effectiveness. 

Staff are encouraged to participate in fora and initiatives, relevant to their work, of The Wildlife Trusts Partnership and other organisations.
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