1

MARYLEBONE CRICKET CLUB

JOB PROFILE

	Job Title: 

Membership Assistant
	Department:

Membership Office

	Reporting to: 


Manager, Membership Office


	Dimensions of Role:

Budget controlled: £ N/A
Staff reports: None.  Although might be called upon to assist supervision of temporary staff
Assets (type & value): normal use and maintenance of office equipment   



	Key Purpose of Role:

The registration of new Candidates on to the Waiting List for membership, and the maintenance of the Candidates’ Waiting List.
The administration of meetings between prospective Candidates and the Club’s Endorsers.

	Main Tasks and Accountabilities:
i. Helping the Assistant Manager with the maintenance of the Candidates’ Waiting List; the registration of new Candidates and the administration of those Candidates whose names have come up either for Full or Associate membership;

ii. Dealing with telephone enquiries from either the Club’s Members or members of the General Public in connection with subscriptions; different categories of membership and the Candidates’ Waiting List;

iii. Providing cover for essential secretarial duties; this will necessitate an individual who is conversant with Word, Excel, Access and Microsoft Windows;

iv. General office duties: photocopying; ensuring equipment within the department is functioning properly; and undertaking other basic tasks which are essential in order to run an efficient office;

v. Working as part of a team environment with regard to the processing and subsequent dispatch of membership passes;

vi. Such other duties as may be required, whether in the Membership Office or any other department.


	Variations of job relating to Major Matches:

Production of complimentary membership passes for Members from Overseas Cricket Clubs with whom M.C.C. has a reciprocal arrangement. Training will be given in the use of a webcam for photographing such Members.

	Health and Safety:

· At all times to be responsible for the safety of yourself and others through adherence to Club (and legal) safety rules and procedures
· To be familiar with fire procedures and evacuation procedures and to operate as Fire Warden to the occupants of your department
· Wearing of any required protective clothing and equipment



	Person Spec: Skills & qualifications, experience, attitudes/competencies:

The applicant should be numerate and be conversant with the following programs: Word, Excel, Access and Microsoft Windows.
Previous experience in respect of dealing with the general public, either personally or on the telephone would be advantageous.
He or she should be able to meet specific deadlines, be proficient when dealing with telephone and face-to-face enquiries, and also be flexible with regard to completing different secretarial tasks.
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