
 
 

    
JOB DESCRIPTION 

 
Job Title:  Membership Development Manager  
 
Responsible to: Head of Membership  
 
Salary: £26,000-£30,000 pa (depending on experience)  
 
Benefit: 8% Employer’s Pension Contribution 
 
Contract:  Permanent 
 
Hours: Full time 40 hours/week 
 
Location:  LDHQ, Westminster 

 
Purpose of job 

 
The successful person in this position will be responsible for growing and mobilising the Party’s 
membership through effective recruitment, engagement and retention programmes.  In 
particular, this person will develop and leverage relationships with local parties, regional 
parties, and other party bodies to facilitate membership development. 
 
 
Key Responsibilities 
 
1. Deliver on agreed membership KPIs such as for quarterly membership recruitment, 

retention and activity.  

2. Create, manage and execute a new programme of resources, communications and 

training aimed at enabling party volunteers including local party officers and campaigners 

to become effective at recruiting, engaging and retaining members.  

3. Learn and collate advice and examples of best practice from inside the organisation and 

from research on other membership organisations and community engagement models, 

for disseminating into this programme. 

4. Deliver this local party-focussed programme through multiple online and offline channels, 

including email, in-person/phone and via social media, including taking a proactive role in 

moderating and encouraging mutual support on community forums. 

5. Take responsibility for general administration of membership, including database 

maintenance activities, producing reports, and troubleshooting; act as the first port of call  



 
 

for escalation of membership issues that cannot be resolved by the member & supporter 

services team. 

6. Work with other members of the team, to deliver an excellent membership experience 

through a structured programme of high quality communications, engagement activities 

and opportunities for development targeted to supporters, members, donors and 

campaigners.  

7. Take ownership of the design and delivery of a multi-channel programme to achieve 

agreed member retention targets.  

8. Proactively and instinctively take every opportunity to consider how to encourage diversity 

in members recruited, retained and engaged, to ensure the widest possible representation 

of people from all backgrounds; actively monitoring and reporting on this. 

9. Seek to measure to the impact of all activities, developing suitable metrics and reports in 

order to analyse their contributions to overall objectives and KPIs. 

10. Be an advocate and voice for membership development across the organisation, seeking 

out and championing opportunities to grow and develop members through all party 

activities and projects. 

PERSON SPECIFICATION 

 

You are an enthusiastic and self-motivated individual, adept at communicating clearly, 
effectively and encouragingly, both in writing and in-person, with a wide range of people.  

Ideally, you will have prior experience of member development and administration in the 
context of a membership organisation or community.  

 
Essential Skills and Experience 

1. Understanding of best practice with regards to recruiting, engaging and retaining 

members of organisations or communities. 

2. An adept project manager, with the ability to effectively organise your time and 

resources across multiple ongoing projects.  

3. Excellent interpersonal and communication skills, particularly written, with an 

understanding of best practice for writing copy and the ability to tailor style effectively 

to audience. 



 
4. Fast-paced learner when it comes to technology and systems; knowledgeable user of 

social media, preferably in a professional context. 

5. Strong analytical approach, familiarity working with metrics and undertaking numeric / 
statistical reporting to assess impact of activities. 

Desirable Skills and Experience 

1. Specific experience in working for a membership-based organisation in a member 
recruitment, retention, communication or administration capacity would be highly 
desirable. 

2. Strong customer support orientation, developed through experience working in a 
public-facing role, including familiarity with adopting a customer service orientation. 

3. Familiarity in developing learning materials, or delivering training would be a bonus, as 
would knowledge or experience with statistical or marketing analytics. 

4. Skills with social media management, CRM, CMS, Email management, or campaign 
software would be of benefit. 

5. Candidate should have an interest in the political process and sympathise with the 
aims and objectives of the Liberal Democrats.  

 
 
 


