	JOB DESCRIPTION

Membership Assistant – Temporary Contract


	Department: Membership
Reporting to: Membership Co-ordinator
Date: March 2010
Location: BAFTA Head Office, Central London (Piccadilly)

Status: Temporary (April-July 2010) with possible extension
Salary: £18,500 pro rata.



About BAFTA

The British Academy of Film and Television Arts is the leading independent charity supporting, developing and promoting the art forms of the moving image - from Film and Television to Video Games and Children’s Media. 

With an expert industry membership of nearly 6500 individuals, five high-profile awards ceremonies and a year-round programme of events, our aim is to identify and reward excellence, inspire practitioners and benefit the public.

The Role 

We are looking for an energetic Membership Assistant to provide support to the Membership Department.  This role will perform general administration, process payments and data, and respond to enquiries from BAFTA Members and prospective members.
The ability to work as part of a small team is essential, as it the aptitude to self-manage and prioritise tasks. The successful applicant should be able to demonstrate excellent organisational skills, along with good attention to detail and accuracy, as well as strong written and verbal communication skills.
This post is offered on a fixed term basis in the first instance, but there is the possibility of extension or a permanent contract for the right candidate.
Principal Areas of Responsibility:

To provide administrational support to the Membership Department during the Renewals and Applications process, and respond to queries.
Specific Responsibilities:
· Acting as main contact for BAFTA Members and prospective members; dealing with general enquiries by telephone, email and post.
· Processing renewal forms, application forms and payments, and financial reconciliation.
· Ensuring content for Members’ Area of the BAFTA website and weekly members newsletter is prepared on time and kept up to date.
· Ongoing checking and updating of Members’ electronic records and filing of paper records; 
· Ensuring all BAFTA databases and mailing lists are up to date; ongoing consolidation of data.
· Chasing payments
Person specification 
· Some experience of data entry or working with databases 

· Some experience  of customer service

· Strong written and verbal communication skills

· Well organised with a keen eye for detail
· Some knowledge of the film, television and video games industries.
Application Process
To apply for this position, please send a recent copy of your CV with a covering letter explaining why your skills and experience make you suitable for this post to recruitment@bafta.org or by writing to Recruitment, BAFTA, 195 Piccadilly, London W1J 9LF.
The closing date for applications is Wednesday 17 March and interviews will be conducted soon thereafter.  Appointment will be subject to satisfactory references.
