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	JOB DESCRIPTION



	Job Title
	Membership and Business Intelligence Officer

	Primary Location
	Netball Scotland Head Office, Emirates Arena, 1000 London Road, Glasgow G40 3HY
Currently work from home during COVID restrictions

	Work Area
	Effective Organisation

	Reports to
	Head of Operations

	Employment Status
	Permanent Full Time

	Salary
	Band E: Scale £20,000 - £24,999 

	PURPOSE/RESPONSIBILITIES OF POST

	The Role:

The Membership and Business Intelligence Officer (MBIO) will have accountability and responsibility for delivering membership services and business intelligence support across the business to deliver Netball Scotland’s corporate strategy.

Strategic Priorities: Engagement and Impact

· Lead on the creation and implementation of a membership retention, journey, re-engagement and growth strategy

· Lead on the annual affiliation process and empowerment improvements
· Manage and continually improve all member services and benefits
· Represent and be technical lead for Netball Scotland’s CRM system: Azolve -‘GoMembership’

· Creation and execution of annualised communications calendar

· Maintain and provide content for website and social media platforms, working with Marketing lead and Digital Content Coordinator to deliver brand excellence, increased reach and enhanced engagement across the business
· Collation of information and creation of member Newsletters and communications
· Coordination and creation of Annual Report and other Corporate documentation
· Work collaboratively with the Strathclyde Sirens operations team to activate critical engagement, outreach and event strategies
Strategic Priorities: Operational Excellence

· Provide regular statistical information, standardised reporting, and analysis through the chosen BI platform for:

· Membership, participation and engagement
· Equality, diversity and inclusion
· Organisational performance

· Supporting Head of Development (HOD) and the Development Team in developing business cases and project/partnership proposals.
· Produce and present data insight and trend analysis for Senior Management Team (SMT) and business leads to enable business critical analysis and enhanced decision making
· Assist in creation of business plans to aid growth and strengthen decision making.
· Create easy to use reports for external partners or stakeholders
· Create and develop dashboards for presentation to the Board
· Strive to deliver a culture of continuous improvement, operational excellence and purpose driven approach across the department and workforce

Sustainable Financial Model
· Accountability and responsibility for 
· allocated expenditure budgets
· membership income retention and growth
In addition

· Be the first point of contact for the organisation via email, social media and telephone

· Provide administrative support
· Other duties as may reasonably be required by the business


	                                   KEY INTERFACE/RELATIONSHIPS    

	Internal:

CEO

Senior Management Team
Strathclyde Sirens
National Leads
Marketing Manager

Digital Content Coordinator

Board
	External:

Members, Clubs, Local Associations

Non-Members
Volunteers

sportscotland

Partners and suppliers
Other SGBs

	     ESSENTIAL CORE COMPETENCIES, SKILLS & PERSONAL QUALITIES 

	ESSENTIAL

DESIRABLE

Teamwork – Shares collective responsibility and demonstrates collaborative skills.   Ability to work in a team, be energetic, focused, self-motivated, flexible and adaptable.

X

Planning and Organisation – Can effectively plan, multiple task and be highly organised and structured.   Works on own initiative and has ability to cope well under pressure.  Can manage time effectively.  Advanced attention to detail.
X

Communication – Excellent interpersonal skills.  Can communicate to people clearly, concisely and creatively through a positive, calm and enabling attitude using written, verbal and visual tools.
X

Influencing others – Interface with, listen to and influence both internal and external relationships effectively. 
X

Problem Solving and Decision Making – Strong analytical skills to make the right decisions objectively and systematically.  Is committed to excellence and has a desire to achieve results.
X

Integrity - Has strong ethical or moral principles, with a positive can-do attitude.  Accepts accountability and responsibility for role.
X

Creativity – An aptitude for creativity with a focus on digital content and visual art.
X


	QUALIFICATIONS AND EXPERIENCE

	ESSENTIAL

DESIRABLE

Qualified to Degree level

X

Minimum 2 years’ experience in a related field of employment 

X

Proven experience and competence with CRM systems, social media platforms, digital content creation systems, website content management, Microsoft Office suite of products including Power BI, other BI platforms as required.
X

Understanding of sporting structures in Scotland

X

Understanding of netball

X





