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Job Description 

 

Job title:    Membership Development Officer 

 

Department:    Fundraising 

 

Reporting to:     Lead Membership Development Officer 

 

Location:  Home based - regular travel to events and locations within the designated region 

 

Hours of work:  Minimum of 22.5 hours per week including weekends, bank holidays and some evenings. 

   

 

Job Summary 

 

The primary focus of this position is to engage with and encourage members of the public to support the Trust by 

becoming members, as part of the newly formed and growing Membership Development team.  

 

 

Key Responsibilities 

 

Responsibility 

Attend pre-arranged venues and events (local and national), set up the equipment and engage with the public to 

secure new support for the Woodland Trust through quality conversations and the recruitment of new 

members. 

Identify new potential events and venues to attend and communicate to the Membership Development 

Coordinator and liaise with recruitment venues as required. 

Working with the Training and Quality manager, to ensure that you comply with our Supporter Promise and 

relevant fundraising legislation, especially with regard to vulnerable people, ensuring you are representing the 

Trust in the best way. 
Maintain and care for all equipment and recruitment aids. 

Complete all relevant paperwork, reports and time sheets in an accurate and timely manner in line with 

management requirements.  

Comply fully with the Data Protection Act. This includes keeping records securely to protect the confidentiality 

of any information disclosed and retaining no records of any Woodland Trust members after submitting the 

forms to the office. 

Promote other PR initiatives as required. 

Perform other duties which may reasonably be assigned to them by their manager or supervisor. 
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ROLE DIMENSIONS  

Financial (budgetary control etc.) Non-financial (staff management etc.) 

N/A N/A 

 

We’re recruiting Membership Development Officers in the following locations: Glasgow, Edinburgh, 

Aberdeen, Sunderland/Durham, Carlisle, Suffolk/Norfolk, Lincolnshire, Birmingham, Cheshire, Skipton/Leeds, 

Cambridgeshire, Bristol, Oxfordshire, Essex, Brighton and Buckinghamshire. 

Qualities/ Experience/Skills Required  

Essential  

 Previous experience working in a fundraising, membership development or sales-driven environment 

 Environmentally aware with a passion for woods and trees.  

 Resilient and able to work to targets. 

 Engaging and able to effectively inspire people to support the Trust by becoming members. 

 The ability to attend recruitment events in other parts of the country for training and conferences. 

 The ability to travel to agreed work sites with all the necessary equipment. 

 The ability to set up recruitment stands at both outdoor and indoor venues 

 

How you need to be  

 
Surefooted – Having a clear sense of direction, being confident by doing the right thing at the right time for the 

Woodland Trust 

Nimble – Being innovative and creative and adapting to the changing needs of the Woodland Trust and our 

people 

Trusted – Understanding our people, being a listening ear and keeping promises 

Treasured – Great at building relationships across the whole of the Woodland Trust.  A respected, go-to 

person. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In order to achieve our ambitious aims for people and wildlife we recognise ‘how we need to be’ as people and as 

an organisation. We expect all of our people to commit to this ideal to help us fulfil our purpose 

 

We all have a duty to ensure that our acts or omissions at work do not impact on the health and safety of others 

and ourselves and that we abide by any safety measures as directed and in accordance with the Woodland Trust 

Health & Safety Policy. 

Selection criteria and procedures are regularly reviewed to ensure that individuals are treated on the basis of their 

relevant merits and abilities.  A copy of our Equal Opportunities Policy is available on request. 

 

This post is home based. You will be expected to provide a suitable environment in which to create an office within 

your region. All necessary office equipment will be provided. 


