



POSITION DESCRIPTION – MEMBERSHIP OFFICER
ROLE
The Membership officer is responsible for maintaining and managing membership information within the CRM and supporting the growth and retention of the Australian Education Union Victoria Branch. As part of the Membership workgroup, they are the first point of contact for members and potential members, providing responsive support, resolving enquiries and helping members access the information and services they need.

REPORTS TO
Membership Manager

DUTIES
· Undertake activities that support membership growth, recruitment, retention and engagement, including outreach to potential, current and former members, targeted communications, follow-up activities and campaigns.
· Maintain a high level of data quality in the membership CRM including accurate maintenance of membership records and member information.
· Undertake the scheduled financial processing of membership fees including the follow up of missed dues. 
· Liaise with members by phone, email and in person including triaging member and non-member queries
· Participate in implementation of CRM updates, and assist in testing and implementing these changes
· Run various reports from the CRM required for planning and strategic purposes
· Identify opportunities to improve processes, documentation and administrative efficiencies
·  Other duties as required by the Branch Secretary


SELECTION CRITERIA

Essential
· Minimum of 5 years’ experience in relevant field
· Previous experience in customer service roles
· Proficient in Microsoft 365 applications e.g. word, excel, outlook
· High level oral and written communication skills, including an ability to liaise with a range of internal, external stakeholders and members
· Time management and planning skills
· Ability to show initiative and work independently
· Attention to detail
· Ability to work as part of a team
· A commitment to unionism and public education

Desirable
· Diploma of Business Administration or equivalent
· Experience in using a membership CRM
· Sound working knowledge of and experience in producing reports from a CRM
· Previous experience working in a member-based organisation would be an advantage




