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WILDLIFE TRUST MEMBERSHIP RECRUITER
Role Specific Information

1. Purpose of Role

The role is primarily to identify members of the public who may be interested in joining the Trust and to sign them up.  To generate enough funds to support their role, each Recruiter must recruit at least two memberships per day (7 hours), at a minimum average value of £51.50 per annum. Failure to meet these targets will trigger the  Performance Management Procedure, set out in paragraphs 8 and 9 in this document. The Trust will provide the necessary training and support to recruiters to assist their progress in achieving recruitment targets.
2. Venue / Event Bookings
The Recruiter will be expected to source and book their own venues and events as well as those suggested by the Individual Giving Manager. Recruiters will be heavily supported in this aspect of the role during their initial period with the Trust. The Recruiter will be expected to work within an agreed geographical territory within Derbyshire although some cross-territory working (still within Derbyshire) will be required at times as agreed with the Individual Giving Manager. The Recruiter must keep the Trust’s centralised venue bookings system up to date at all times and provide feedback on all venues in order that the Trust is focussed on the most appropriate locations. The Recruiter will have access to all the Trust’s records including contact details for event companies and booking information and be expected to update this information as necessary. 
3. Equipment

Recruiters will be provided with a name badge, branded clothing, table, stand and promotional materials.   It is their responsibility to keep this up to date, well maintained, neat and clean.   Branded clothing, display equipment and other materials supplied by the Trust will remain the property of the Trust and must be returned if the Recruiter leaves the organisation.  The Trust reserves the right to deduct the cost of items not returned from any amounts owed by the Trust to the Recruiter.
Recruiters are expected to ensure that all additional resources needed for a particular event (such as gazebos) are booked in advance via the Trust’s centralised diaries for equipment and vehicles.    

Recruiters need to be up to date with all the latest projects the Trust is involved with, as well as familiar with our reserves, where they are and what they have to offer.   Recruiters are expected to be able to promote our events guide, directing the public to specific events of interest and to promote our education centres for schools and teachers.  The Trust will supply Recruiters with all the materials and support necessary to achieve this.
4. Training and support

Training and support will be provided to the Recruiter by the Trust as part of their induction process.  The Recruiter may also be expected to assist the Individual Giving Manager with the induction of new Recruiters, usually in the form of some work shadowing.

5. Conduct

As the public face of the Trust, Recruiters are expected to act as our ambassador.  Recruiters should be respectful, dressed in branded clothing, polite and friendly.   

Recruiters must not obtain memberships by making false or misleading statements or by using undue influence on prospective members or donors.

6. Pets

Recruiters may not be accompanied by pets during working time.  
7. Vehicle and mileage

Recruiters are expected to have their own vehicle unless using one of the Trust’s fleet vehicles. Personal vehicles used for this role must be kept taxed, MoT’d, insured (including for business use) and in a roadworthy condition.  Recruiters must have a current driving licence.   Recruiters must produce original copies of their driving licence, car tax, MoT and insurance on request from the Trust.   Successful candidates must also provide a driving licence check code from the gov.uk website here https://www.gov.uk/view-driving-licence
Mileage expenses will be paid for any miles over a daily limit of 20 miles at a rate of 40p per mile.   

8. Commission

The basic membership sales target for 2017/18 is a minimum of two memberships per venue or location per day (7 hours) and will be averaged over a month.

Membership sales above the average monthly figure will attract commission of 30% provided the average annual value of all memberships sold by the Recruiter in the month is £51.50 excluding Gift Aid (the Trust’s current average membership value).   

Please note the following:

· Targets are memberships not members

· Memberships must be recruited in an ethical and professional manner, in line with Trust guidelines.  

· Commission due will be paid with the Recruiter salary the following month.     

· Commission payments are not taken into account for the purposes of pension contributions or salary increases.   

Commission is not payable to a Recruiter for any period that they have a disciplinary warning in force and any such commission payment accrued in that period will be forfeited.  

Recruiters shall cease to be entitled to accrue any commission on the termination of their employment.

The Trust reserves the right to suspend, withdraw or vary the above commission arrangements and targets.   
9. Wildlife Trust Membership Recruiter Performance Management Procedure

The Wildlife Trust Membership Recruiter Management Procedure comprises the following stages:


(a) Initial counselling session

(b) Recorded oral warning 

(c) First written warning

(d) Final written warning

(e) Dismissal

(f)  Appeal

At each stage the manager will:

(a) Look at causes for poor performance 

(b) Give clear examples of what expected performance is and how it falls short

(c) Set clear performance targets and/or standards for the review period 

(d) Agree with the Recruiter how the targets should be achieved and what reasonable assistance from DWT the Recruiter needs to achieve this

(e) Explain to the Recruiter what the consequences are if the target is not achieved in the next review period (ie what the next stage of the process is).

The review period will normally be one week but performance review periods may be varied if it is considered appropriate in the circumstances.  The review period and performance and/or standards targets will be confirmed in writing (normally by email).

Recruiters have the right to be accompanied by a colleague (or trade union representative if the employee is a member of a union) at a formal performance management meeting.    Another member of staff will accompany the manager to act as note-taker.

Formal warnings will normally remain on file for two months, although it is within the manager’s discretion to vary this if the circumstances warrant it.   If performance standards slip whilst a warning is current, the process will be restarted at the level of the current warning.   

Performance management meetings will normally be held by the Individual Giving Manager (or in his absence, the member of staff covering his role).   A meeting which could potentially result in the termination of employment of a Recruiter will normally be heard by the Business Development Manager (or in her absence, another member of the Senior Leadership Team (SLT)).  The Recruiter may appeal against a decision to dismiss.   An appeal will normally be heard by the Chief Executive (or in her absence, by another member of the SLT). 
10. Performance Management Process during Probation Period

During the probation period:

· The formal performance management process will not operate during the first four weeks of employment.  Informal performance management counselling may take place.   

· The Performance Management process is shortened to:

· Initial counselling meeting

· Final written warning

· Dismissal

· Appeal

The notice period during probation is one week.

11. Health and Safety

Derbyshire Wildlife Trust will take all reasonable practicable steps to ensure the health and safety and welfare at work of Recruiters. Recruiters must familiarise themselves with the Trust’s Health and Safety policy and, in particular, its Lone Working Code of Practice and Procedure. It is each employee’s legal responsibility to take care of their own health and safety and that of their colleagues.

12. Data Protection

Derbyshire Wildlife Trust takes its obligations under the Data Protection Act extremely seriously.  It is the responsibility of each Recruiter to ensure all reasonable precautions are taken to keep secure personal data gathered from members of the public.  Failure to do so will be considered to be gross misconduct and subject to the Trust’s disciplinary process.   Details of the Trust’s disciplinary and grievance procedures may be found in the Staff Handbook in the office or on the Trust computer network, or will be provided on paper or by email on request.
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