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	[bookmark: _Hlk185500031]About the Team and the Role. 
The role sits in Mencap’s Community Engagement Team. The team supports 264 independent organisations many of whom share our brand. The role acts as a connecter for affiliates to the other areas of RMS. You will connect with the network via communications platforms sharing resources, information on opportunities and signposting to support and advice. The Membership Manager will oversee the affiliation process and support brand, quality and support queries from the network. The role will use CRM to track engagement and keep up to date information on the network. The role requires someone who is confident in supporting and signposting organisations to the information they require, an individual who is passionate about managing a varied workload with attention to detail. The Membership Manager will manage communications with the network creating and sharing information through digital marketing platform, social media and email communications. The Membership Manager will be pro active in developing relationships with a range of stakeholders with a shared vision, while ensuring that they receive helpful and up to date information to enable the work they do.



The Membership Manager will:
· Manage the network of branded affiliates and act as a link for affiliates to the wider engagement programme and Engagement Leads.
· Have oversight of communications with branded affiliates alongside the communications team to include website, email marketing and social platforms.
· Acts as the central point of contact for branded affiliates via the phone line and email, signposting to information and advice, supporting brand and quality issues and linking them to other parts of RMS.
· Take a lead on varied workstreams and develop opportunities for the network to engage and collaborate with other network partners and RMS on.
· Manage the operations of working with the branded affiliates to include processing affiliation information and managing CRM data to maximize the impact of the work we do with the network.
· Work closely with the rest of the Community Engagement Team to develop and deliver the Mencap 2030 strategy for the network.
· Act as an ambassador for Mencap and represent the organisation professionally at all times.
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AI-generated content may be incorrect.]What you will bring to the role (Essentials)
· Ability to manage a varied workload with excellent planning and organisational skills
· Ability to process and share information in timely manner
· Confidence in signposting to other parts of the organisation and external agencies
· Excellent people skills, and ability to collaborate positively with internal and external stakeholders 
· Knowledge of using online digital marketing, CRM and social media platforms to reach different audiences and maintain great record keeping
· Track record of building and maintaining positive relationships with a range of stakeholders
· Experience of signposting and supporting organisations with queries 
· Knowledge of data capturing, reporting, quality & compliance
· Understanding of handling confidential information and GDPR regulations
· Working with people with a learning disability to design, develop and deliver pieces of work
· This is a home based role with occasional travel for team meetings and Network Partner visits

Please note: This job description is not intended to be exhaustive. Duties and responsibilities may evolve over time to reflect the needs of the organisation and the role.
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“This isn’t just a job - it’s a chance to help change the lives of people 
with a learning disability and their families. If you’re passionate about 
making a difference, join Mencap in building a more inclusive future.”




	Mencap and our Commitment to Safeguarding
Mencap is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and expects all staff and volunteers to share this commitment. 
Successful applicants will be subject to appropriate pre-employment checks, including references and, where applicable, an enhanced Disclosure and Barring Service (DBS) check. 
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