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  Job Description
	Job title
	Network Engagement Officer – Central England 

	Accountable to
	Head of Membership Services and Engagement 

	Objectives
	To support with the planning, coordination, and delivery of network engagement activities   

To bring TFN  members together to build capacity within the network so they can effectively connect, share experiences and have a powerful voice  

To support the development of the Fostering Network’s membership offer and Journey 

To actively recruit new members and to promote the benefits of membership to existing and prospective members.

To deliver excellent customer service.

	Hours per week
	35 hours a week

	Location
 
	Home-based, but with ability to travel across West Midlands, East Midlands and parts of the East of England

	Status
	Permanent

	Disclosure required?

(The post involves contact with children and/or access to confidential information about children and families)
	No


Responsibilities and accountabilities
1. 
Member relations
1.1 To be the first point of contact for all members and prospective members in the West Midlands, East Midlands and parts of the East of England to promote membership and membership services.
1.2 Record and co-ordinate  engagement  activity through using  The Fostering Network’s Customer Relationship Management system
1.3 
To respond to members’ enquiries ensuring a level of customer service and  signposting members to relevant colleagues/other services/agencies  where necessary. 

1.4 
To work in partnership with a range of colleagues within TFN  to organise and deliver local membership engagement activities and events.  
1.5 
To represent the Fostering Network at local member events and functions in in the media.

1.6
To attend local events (for example, local chamber of commerce) to raise the profile of The Fostering Network, where appropriate. 

	  
	2.Network Engagement
	

	
	2.1 
	Under the guidance of the Head of Membership Services & Engagement, work collaboratively with internal teams in England to support planning, coordination and delivery of online and face to face events. This includes network engagement programmes at various points in the member journey Typical activities will include:

· Support planning and coordination of engagement events with other Network Engagement Officers and internal teams 

· Liaise with member delegates, speakers and venues, 

· Assist with the planning and logistics of events

· Assist with negotiation and booking venues if not virtual events

· Assist with collating member feedback upon completion of events.
· 

	
	2.2 
	Under the guidance of the Head of Membership Services & Engagement, assist with the evaluation of engagement events to ensure they are serving the purpose of enabling members to connect, collaborate and learn from each other.

	
	2.3 
	Assist with compiling and writing reports following events from evaluation of membership events to inform KPIs and to share with internal teams, members and, where appropriate,  external stakeholders and partners

	
	2.4


	Under the guidance of the Head of Membership Services and Engagement lead on allocated area of engagement with members, prospective members, stakeholders and partners


3.
Membership acquisition and retention 
3.1
To support with the development, implementation and evaluation of membership acquisition and retention activities in the West Midlands, East Midlands and parts of the East of England. 
3.2
To promote the benefits of membership to existing and prospective members in these regions.
3.3
To actively recruit  agency and individual members in line with key business development targets
3.4 
To support the review and development of The Fostering Network’s membership offer and range of membership benefits to ensure the charity is responding to the needs of its members and remaining competitive in the marketplace.

4.
Membership promotion and communications
4.1 
To communicate with members in the West Midlands, East Midlands and parts of the East of England, using a range of channels, including The Fostering Network’s online community and other communications channels such as social media.
4.2
To contribute to shaping and deploying the membership journey 

4.3
To prepare and deliver presentations to members and potential members. 
5.
Membership data management
5.1 
To use the CRM system to store member engagement information and build member profiles to target members effectively. 

5.2
To contribute member feedback and market information to support the development of products, services and programmes to meet the needs of members.  
5.3 
To contribute to and promote membership surveys to assist in the evaluation of member needs and levels of satisfaction. 

5.4
To contribute to the ongoing development of the CRM system across the organisation. 

5.5
To develop and maintain a dashboard on member services statistics in the, West Midlands, East Midlands and parts of East of England,

	6.
	Internal Collaboration    

	
	6.1 
	Work with colleagues to ensure that engagement activities directly contribute to a coherent member journey plan.

	
	6.2 
	Work with the digital, data and technology leads to contribute to member facing website content relating to engagement events.

	
	6.3
	With the guidance of the Head of Membership Services and Engagement lead on allocated internal areas for collaboration and development, e.g. policy and campaigns, digital, training and consultancy, marketing and communications, Mockingbird 


7. 
General
7.1 
Maintain a good knowledge of organisational priorities (for example fundraising, training and consultancy and so on) to cross promote products and services at the customer interface. 

7.2
Keeping abreast of developments and trends in foster care across the UK.

7.3 
Responding to feedback and supervision, and evaluating and developing one’s own work.

7.4
Ensuring that all the Fostering Network’s practices and materials promote equal opportunities and anti-discriminatory practice.

7.5 
Any other duties as requested by the membership development manager or head of member services and engagement.
1. General statement
It is the nature of The Fostering Network that tasks and responsibilities are in many circumstances unpredictable and varied.  All employees are therefore expected to work in a flexible way when the occasion arises and undertake tasks that are not specifically covered in their job description. 

1.1 Undertake other responsibilities as directed by the chief executive.

1.2 Ensure legislative and regulatory requirements are met.

1.3 Work professionally, cooperatively and innovatively to achieve the objectives of the post.

1.4 Work in a flexible way when the occasion arises so that tasks which are not specifically covered in the job description are undertaken.

1.5 Take responsibility for one’s own performance and implement a personal development plan in agreement with the chief executive.

Person Specification
Our Values

As an organisation, we believe that we make a difference to foster care and our people values are expressed in the work that we do: 

We are TRUSTED
We are TOGETHER

We are VITAL

Important note: candidates are assessed on their ability to meet the criteria listed in the person specification. It is essential that you refer to the person specification below and demonstrate how you meet each of the criteria listed when completing the application form.

ESSENTIAL 
Knowledge/Experience/Understanding
1. Experience of working in a membership relations or working in a membership organisation 
2. Experience of developing services to meet the needs of members 
3. Experience of stakeholder management, including developing relationships with members and partners. 
Skills/abilities/competencies
4. Excellent customer service skills.  
5. Excellent presentation skills, with an ability to connect with a range of audiences. 
6. Excellent verbal and written communication skills, able to prepare internal reports and also present information clearly for a range of audiences.  
7. Ability to work independently, undertaking a high level of personal responsibility and initiative as required within the role. 
8. Well organised, with an ability to plan and manage work, and prioritise competing demands.   
9. Confident and personable, able to communicate with different audiences. 
10. Ability to manage budgets and to plan and deliver work within agreed budgets. 
11. Ability to travel and work flexible hours – the role will require frequent.   
Attitudes
12. Commitment to working within the Fostering Network’s equal opportunities and diversity policies and practice.
13. Collaborative approach. 
Desirable   
14.
Experience of event management.

15.
Experience of supporting member engagement through an online community.

16.
Personal experience of fostering.

17.
Experience of working with CRM systems.

Additional Information

Pay and conditions of service

	Band
	Band 5

	Salary 
	£22,138 - £33,206pa (pro rata)

	Annual leave
	25 days plus 5 Fostering Network days (pro rata)

	Probationary period
	6 calendar months

	Notice period
	6 weeks. One week during probationary period

	Hours of work
	35 per week 

	Pension 
	Money-purchase scheme and salary sacrifice option is available with AEGON

Employee contribution 3%, employer contribution 5% of gross annual salary.

	Season ticket loan
	An interest free season ticket loan is immediately available to all staff.

	Trade union
	The Fostering Network recognises the trade union Unite
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