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Job Description

Post:
Business Development Support (covering Maternity Leave- 7 Months)
Reporting to

Deputy Chief Executive

Salary


£

Hours
9.30 – 5.30 including 1 hour unpaid lunch- plus some early morning and evening work as required

Location

81 King Street, Manchester, M2 4ST

Holidays

30 days plus statutory holidays (pro rata)
Background to the company

pro∙manchester is a membership organisation representing the financial and professional service companies in and around Gtr Manchester.  

Boasting more than 250 corporate member firms which embody the city’s network of expertise in the sector, pro·manchester is the natural gateway to the largest financial and professional regional service centre in the UK.

In promoting our community’s skills and expertise locally, nationally and globally, pro·manchester aims to support financial and professional sector growth, generating an additional £3.5bn in GVA terms and 70,000 net new jobs over the next ten years.

 

24 years’ experience of supporting the sector’s growth has secured pro·manchester a strong national reputation for delivering quality work as we strive to realise the full potential of Greater Manchester’s economy. 

Main purpose of role 

To engage with current members of pro-manchester to ensure high level of member satisfaction and to support the growth of pro-manchester membership through targeted recruitment campaigns.  

To support the delivery of pro-manchester breakfast event programme 

To develop and maintain accurate membership records and marketing databases 

Position in Organisation

Reporting to the Deputy Chief Executive 

Key responsibilities

· Manage, develop and update pro∙manchester’s database of members, targets, and stakeholders both web based and office based including the CRM database

· Manage the all areas of the membership processes for pro.manchester.  Processing all applications, answering enquiries, monitoring subscription payments, dealing with complaints from members, and processing resignations and obtaining feedback.   
· Working with the Business Development Manager (BDM) to enhance the benefits of membership and support given to members and providing effective communications with the membership on pro·manchester’s activities
· Manage and update the members section of the website including members profiles.
· Collate and review information on the whole membership including individual member activity, event attendance and feedback liaising with the BDM and provide reports as required
· Working with the events team and the BDM to deliver the full discussion group programme. Source speakers, venues, arrange and attending as required
· In conjunction with BDM and attend and support the Membership Committee Meetings 

· Regular liaison with the BDM and events team to ensure that members are getting value for their membership

· When required, undertake any role that is necessary to ensure the efficient running of the office

Technical and Personal Skills

· Must maintain strict professionalism and confidentiality in relation to the work undertaken (essential)

· Must work to deadlines and respond in a flexible way to the changing demands of workload (essential)

· Excellent Organisational Skills including the ability to plan, organize and manage own workload (essential)

· Must be a good communication both written and verbal (essential)

· Excellent interpersonal skills in dealing with member companies and to be able to work within a small, high-pressured team (essential)

· Accuracy and attention to detail (essential)

· Previous experience working in a busy office (essential)

· Good general education to A Level standard or equivalent with minimum GCSE in English Language (essential)

· Ability to write own correspondence confidently and accurately (essential)

· Excellent Microsoft Office Skills including Outlook, Word and Access (essential)

· Ability to demonstrate understanding of IT systems including maintaining web pages (desirable)

· Use of own car (desirable)
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