
 

 

 

Job Description and Person Specification 
 

Job Title Membership Officer 

Full time  

Salary Grade Grade: £22,307 - £27,080 

Section/Team Development & Communications 

Reporting to Cathedral Philanthropy Manager; close liaison with Friends 
Administrator 

Date of issue August 2019 

 

Overall Purpose of Post 

This position provides development and marketing support - together with creative input - to 
the Cathedral and its membership organisation, the Friends of Gloucester Cathedral. The key 
point of contact between the two organisations, the postholder will embody the spirit of 
collaboration which exists between them. 

Supported by over 1,000 members, the Friends of Gloucester Cathedral is a flourishing 
community for people with a love of the cathedral’s heritage who want to see it thrive in the 
future. We have ambitious targets to grow the membership and to encourage existing members 
to develop their philanthropy and this post is critical to sustaining ongoing expansion and 
success.  

The candidate will lead the delivery of key activities to steward existing members and 
coordinate the development of a recruitment campaign to secure new ones, whilst supporting 
membership and renewal processes and correspondence, ensuring these activities are accurate, 
timely and compliant.  

The role will also support the Philanthropy Manager to grow the Cathedral’s Music Patron 
scheme and develop an individual giving engagement programme. 

This is a great opportunity for a dynamic and creative candidate keen to develop their 
marketing and development career in the heritage sector. 

 

Context in which Cathedral Jobs are carried out 

 
We want all our people to have good working experiences – and we continually seek to improve 
our working systems and arrangements.  We welcome and encourage new ideas and suggestions 
about what we can do better. 
 
Whilst the successful candidate will be employed by the Cathedral and line-manged by the 
Philanthrophy Manager, it is anticipated that the work done will be 60% for the Friends and 40% 
for the Cathedral 
 

 
 



 

2 
Membership Development Officer Job Description August 2019 

 Responsibilities & Accountabilities  Nature and Scope of Role  

1 Friends of Gloucester Cathedral  

 

Marketing & Communications 

• To work collaboratively to co-ordinate the 
development and delivery of an integrated 
membership recruitment campaign 

• Support the Head of Development & 
Communications to develop and deliver a 
Friends Communications Strategy, 
including: 

- Developing and delivering digital 
marketing activity (email 
marketing, social media, content 
development)   

- Planning, drafting and evaluating a 
broad range of Friends 
communications materials – both 
print and digital, including letters, 
invitations, newsletters etc. 

• Monitor and update the Friends website, 
ensuring it is fresh with inspiring and 
regular new content 

• Seek advertisers for the Friends’ 
newsletter 

Events 

• Help the Friends Events Committee to 
develop and deliver a programme of 
membership events and activities 

Administration 

• Act as the main point of contact for all 

Friends membership enquiries  

• Provide administrative support for 

membership renewals and mailings 

• Attend Friends Council meetings when 

required 

• Compile quarterly progress reports 

2 Individual Giving ‘Journey’ • To support the Philanthropy Manager to 
develop a donor engagement programme 
with a focus across recruitment, retention 
and development of income generation 
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within individual giving, including: 

- support the Planned Giving Team to 
grow regular congregational giving 

- work with colleagues to identify and 
research new prospects for patronage 
and major gifts 

- arrange internal and external meetings 
with donors and potential donors  

- developing and delivering a programme 
of donor/prospect engagement events 

• Support the Philanthropy Manager to 
develop the Cathedral’s Patron scheme by 
tripling its membership from 25 to 75 
members by 2021, including: 

- Administering the scheme, taking 
responsibility for membership and 
renewal processes, correspondence 
and processing donations  

- co-ordinating a programme of 
stewardship events for existing 
members and to cultivate prospects 

3 General Fundraising • To work with the Development and 
Communications Team to develop and 
deliver a fundraising proposition for the 
Cathedral that is lucrative, fresh and 
inspiring.  The Friends do not fundraise 
from the general public. 

• To cultivate positive, long-lasting 
relationships with donors and sponsors on 
behalf of the Friends and the Cathedral 

• To build and manage effective 
relationships with key stakeholders, 
including members of staff and volunteers 

• Ensure that all fundraising activity is 
undertaken in an ethical manner and 
meets the Fundraising Code of Practice  

• Stay up to date with fundraising best 
practice and regulations 

4 Administration & Reporting 
• Provide first class administrative support 

to the Development & Communications 

team as directed by the Head of 

Development & Communications  

• Ensure all Friends and other donor data is 
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up to date, maintained to a high standard 
and complies with Data Protection and 
financial legislation 

• Ensure all gifts and pledges to the 

Cathedral are processed accurately and 

recorded on the Harlequin database; and 

for the Friends on their database 

• Provide high quality customer service and 

stewardship to all Friends members and 

donors to the Cathedral, whether by 

phone, email or mail.  

• Manage relevant budgets, allocating 
resources to achieve maximum value, 
reporting and forecasting as required 

• Attending and contributing to project and 
committee meetings 

5 Team Working • To work closely with the Friends’ Council, 
including the Secretary, Chair and 
Administrator 

• To work as a member of the Development 
& Communications Team, and with other 
colleagues by attending and contributing 
to team meetings and enlisting their 
support 

• Perform tasks as delegated by the 
Philanthropy Manager as and when 
required 

6 Personal Development • To grow and develop in the role by: 

- attending relevant training courses 

- building a network within the 
Cathedral and broader heritage sector 

- seeking opportunities to expand your 
knowledge and experience 

 

 Generic Responsibilities 

1 The role requires the post-holder to work occasional weekends and evenings and non-
working days, as and when required for which time off in lieu will be given 

2 To ensure that all health and safety instructions are followed and that care is taken to 
ensure safety for self and colleagues, reporting concerns immediately 

3 To treat everyone in a way which reflects the Cathedral’s WELCOME values  
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4 To undertake as requested other duties as may reasonably be expected  

 

 
 
 
Person Specification 

 

Attributes 
Essential (or expected to 
train/qualify to that standard) 

Desirable 

Qualifications 
& Training  

• Educated to degree level or 
equivalent experience 

 

Experience 

• At least two years’ experience 
of supporting a membership 
scheme or fundraising 
programme e.g. a regular giving 
scheme 

• Experience of developing and 
delivering a successful 
marketing campaign  

• Experience of working with 
designers to producing high 
quality marketing and 
communications materials and 
copy 

• Experience of maintaining 
confidential data sensitively 
and compliantly 

• Experience of building and 
maintaining relationships with 
donors or supporters  

• Experience of working with 
volunteers 

• Experience of Event planning and 
management 

• Experience of managing a website 

Knowledge, 
skills and 
abilities 

• Excellent IT skills including 
experience of database 
administration and excellent 
knowledge of all Microsoft 
Office packages 

• Ability to prioritise, plan and 
use own time effectively 

• Knowledge of modern 
fundraising practices and 
techniques  

• Strong networking and 
influencing skills 

• Knowledge of the Church of 
England and church friends’ 
schemes  

• Knowledge of the heritage sector 
and/or the Anglican choral music 
tradition 
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• Numeracy and analytical skills 

• Able to present information and 
issues clearly in writing and 
verbally 
 

• Knowledge of digital marketing 
and communications techniques 
and platforms 

 

• Desktop publishing experience 
an advantage 

 

• Ability to update and edit 
Friends’ website 
 

Personal 
Qualities 

 

• To be in sympathy with the 
ethos and vision of Gloucester 
Cathedral 

• Highly creative and innovative 
 

• Excellent interpersonal skills, 
approachable with a positive 
and enthusiastic attitude 

 

• Able to work creatively as part 
of a team, yet able to lead and 
make decisions 

 

• Ability to multitask and remain 
calm under pressure  

• Model and facilitate good 
relationships between the 
Cathedral and Friends of 
Gloucester Cathedral 

• Strong people skills, fair 
minded and able to 
communicate well 

• Capable of delivering results to 
deadlines 

 

 


