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	Job Title:
Office and Membership Coordinator

	Salary: 
£21,000 - 23,500pa

	Working hours:
FTE 37.5 hours per week

	Location:
London

	Accountable to:
Chief Executive


	Section:
Office

	Main Purpose of Job: 

The Office and Membership Coordinator provides both clerical and administrative support to the Chief Executive Officer and the senior team. The role plays a vital part in the administration and smooth-running of the Association. 
The role will be involved with the co-ordination and implementation of office procedures and may have responsibility for specific projects and tasks, including European funded projects, and oversee and supervise the work of junior or temporary staff.  In addition, they are the first point of contact for Membership queries and support.
The role involves both written and oral communication, word processing and typing, and requires relevant skills such as IT and typing, organisational skills, and the ability to multi-task and work well under pressure, often juggling several tasks at once. The role overlaps with that of personal assistant (PA) to the Chief Executive.

	Roles and responsibilities
Activities include word processing, composing correspondence, dealing with telephone and email enquiries, creating and maintaining filing systems, keeping diaries, arranging meetings/appointments and organising travel for staff.  It will require handling incoming telephone call and enquiries from members and others as well as dealing with admin relating to ATCM events.
The role may also include many of the following:

· using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents, and maintain presentations, spreadsheets and databases;

· devising and maintaining office systems;

· booking rooms and conference facilities;

· using content management systems to maintain and update internal databases;

· arranging meetings, taking minutes and keeping notes;

· liaising with staff and with external contacts;

· ordering and maintaining stationery and equipment supplies;

· arranging travel and accommodation;
· diary management for team and CEO;
· organising and storing paperwork, documents and computer-based information.

Other duties may occasionally include:

· travelling with the team or manager to take notes at meetings, take dictation and provide general assistance with presentations;

· arranging or attending both in-house and external events.

	Resources Managed

Budgets: Events
Staff: temp staff and interns
Other: IT equipment


