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HOUSING
The Housing Forum Membership Manager \ FORUM

Job Description

INTERACT
INFORM

Are you a ‘people person’ who enjoys speaking to people from a range of INFLUENCE
professional backgrounds?

Summary

Do you want to work for a housing membership body, to help our
members get the most out of their involvement and grow our membership
base?

The Housing Forum is seeking a new Membership Manager to deliver and
develop the full range of membership services for our prestigious membership info@
. . . . housingforum.org.uk
base of organisations across the housing and construction sector. The
Membership Manager liaises with members, helps find opportunities for them to
take full part in this unique cross housing industry body and markets the benefits
of membership to prospective new membership in order to grow the membership.

Full time post with flexible working including homeworking by agreement, based
in our City of London office.

Salary: £40,000-£50,000. Closing deadline Sunday 12 November.

The Housing Forum

The Housing Forum works with 150 organisations in membership that reflect the
full housing supply chain - housing associations, consultants, designers,
manufacturers, constructors, developers and local authorities who form a network
representing a combined turnover of some £24bn. The Housing Forum has a
team of seven staff currently, supported by a voluntary Board who together run a
series of workshops, conferences and best practice events for our member
organisations and the wider housing sector, as well as providing a wider voice of
the housing sector in policy circles.

Key responsibilities:
Strategic
e Retain and support our 150 membership base of housing organisations. This

Involves proactive relationship building and understanding the priorities and
ambitions of our member organisations.

e Expand the membership base and attract new members, to include new
entrants to the sector and allied organisations across the housing and
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o Keep abreast of developments in the housing sector in order to identify new
potential members.

Operational
Member recruitment and retention INTERACT
: : - : . INFORM
¢ Develop and update membership marketing material, including membership
packages relevant to key groups of members and prospective members. INFLUENCE

Support our Chief Executive in meeting with prospective new members and
follow up with information on enquiries.

Attend events (our own and external) as an ambassador for The Housing
Forum in order to network and engage new members, including manning a
stand at exhibitions. This may include manning an exhibition stand.

Meet with each of our 60-70 fee-paying members (excluding local councils)

each year to identify what they want from membership. info@
housingforum.org.uk

Run our annual members survey, analyse the results and work with the rest of
the team to ensure we respond to our members' views.

Manage a new and existing member business tracker and support The
Housing Forum team with information necessary to carry out annual
membership fees billing and collection.

Sponsorship

e Promote sponsorship opportunities to members and the wider housing sector,
securing sponsors for our events programme.

The Futures Network

e Promote the Futures Network, (an annual cohort of 20-30 future leaders
nominated by member organisations) its ongoing learning, development,
networking and other activities.

¢ Organise the process of nominations and selection onto the programme.

Team support

o Work as part of our small team, supporting the CEO and carrying out other
tasks where necessary to support the work of The Housing Forum.

Occasional attendance at events outside of core working hours and across the UK
will be required.

Person profile:

Experience and knowledge

o Professional relationship and business networking experience, ideally in a
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* Knowledge of the roles of membership organisations the value that members
are seeking from them.

o Experience working within the housing, property or construction sector would

be desirable.
INTERACT
Skills /Competencies INFORM
¢ Excellent communication and interpersonal skills and ability to create INFLUENCE
relationships with our audiences and communities.
o Marketing campaign skills.
o Membership proposal and report writing skills including excellent written
English.
¢ Interest in the housing sector and commitment to our ambition to improve
housing delivery and quality.
« Time management skills and ability to juggle multiple tasks. info@

housingforum.org.uk
e Creative thinker and contributor

¢ IT, web and social media skills — CRM systems, SharePoint, PowerPoint,
LinkedIn, Microsoft 365, etc

o Comfortable working with a sales pipeline with regular reporting of progress
against targets.

e Collaborative approach towards tasks and team working.

Terms

A NEST pension scheme with a company contribution of 8% is provided with
salary sacrifice option. Annual leave is 25 days plus statutory bank holidays plus
three office closure days during the Christmas/New Year break.

Applications

Please send a CV and covering letter to demi.sharp@housingforum.org.uk. The
covering letter should set out how you meet the requirements for this role, and
how you would develop the membership offer for The Housing Forum if in this
role, and should be no more than one page.

For an informal chat about the role, please contact Shelagh Grant on 07989 575
160.

In line with The Housing Forum’s EDI policy, all qualified applicants will receive
consideration for employment without regard to race, colour, religion, gender,
gender identity or expression, sexual orientation, national origin, disability or age.
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