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THE ARCHITECTURAL ASSOCIATION
JOB DESCRIPTION

Job Title: Membership & Alumni Assistant 
(Full Time or will consider Part Time minimum 0.6 FTE)

Reports to:	 Head of Membership

Department: Development & External Engagement: Membership and Alumni Office


The Architectural Association (AA) was founded in 1847 as a public forum and learned society, with a mission to promote and afford facilities for the study of architecture for the public benefit. Its sphere of influence is truly international; the AA has ca. 7,000 members associated worldwide and it runs a leading school of architecture whose alumni include highly acclaimed architects of the late 20th and 21st century, such as Rem Koolhaas, Sir Nicholas Grimshaw , Dame Zaha Hadid and Lord Richard Rogers.

The AA is a stimulating, creative and forward-looking organisation, with an impressive history and an exciting future. A Development and External Engagement Office has been established to lead the organisation’s fundraising, membership, alumni relations and external engagement, and the Membership & Alumni Assistant position will play an important role in supporting and helping to achieve new ambitions for the organisation.

This is an opportunity for a highly organised, capable and personable individual with administrative experience and an interest in helping and engaging with people to make a difference by joining a growing team in an internationally renowned and respected Architectural Institution.

PURPOSE OF THE ROLE: 

The post of Membership & Alumni Assistant is crucial in the small Membership and Alumni team, working closely with team members to assist and support the office with a large range of administrative tasks, including data inputting, web updates, digital and postal mailings, member registration and event-related activities.

Salary:		ca. £20,000 depending on experience



Main Duties and Responsibilities:

Working with the guidance and support of the Head of Membership, and alongside a small team, you will:

1. Assist the Membership and Alumni team with administrative tasks, data management, filing and scanning.

2. Research, collate and update contact data and deal with postal returns.

3. Deal with member enquiries, by phone, email and in person.

4. Print and issue new and replacement membership cards.

5. Assist with the processing of member applications, issuing of login details and welcome packs.

6. Process payments using the systems in place.

7. Understand the Membership fee and benefit structure in order to act as first point of contact in the office at key times.

8. Assist with the promotion and operation of events.

9. Assist with data reports and bulk data updates using our in-house database.

10. Help to update online news content using given templates.

11. Set-up weekly batch emails and mailings using given templates.

12. Engage and collaborate with the wider Development and External Engagement Team.


Person Specification 
Knowledge, Skills and Experience 

ESSENTIAL

· Minimum 6 months experience in a related area in the Higher Education, arts or charity sectors
· Excellent written and verbal communication skills
· Experience with data entering and reporting
· Experience of handling enquiries and complaints
· Excellent IT literacy (Microsoft Office, particularly Outlook, Word, Excel and PowerPoint)
· Excellent organisational skills, methodical approach and attention to detail and accuracy

DESIRABLE
· Educated to degree level or higher
· Experience of working within the HE or arts sector, particularly with a membership, alumni or fundraising
· Basic knowledge of web development or HTML
· Experience of working in a small team, with an understanding of the need to be flexible and adaptable, and the ability to respond swiftly to opportunities
· Foreign languages would be an advantage
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