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JOB DESCRIPTION

Job Title
:
Membership & Events Coordinator (Maternity Cover)
Department
:
Commercial 
Reporting to
:
Membership Manager 
OVERALL RESPONSIBILITY
o provide administrative support and assistance to the Membership Department and Commercial Department primarily, with additional support to other departments when required. 
The role location is a hybrid of working from home and office based (EC3) with a requirement to attend other locations for BIBA events, as and when required. 

Duties include:

Membership

· To assist with the integrity, accuracy, enrichment, and general administration of the data held on the     membership system

· Data cleansing and reporting 

· To assist with general administration duties as required

· Responding/dealing with email/hard copy bounce backs

· Managing and chasing departmental outstanding payers

· Assist with administration from broker panel members i.e., changes to classes of insurance, distribution of monthly invoicing and distribution of transfers to accommodate broker panel staffing issues etc.

· Assist with monitoring enquiries, regional events, and membership team inboxes
· Webinar administration
· To undertake ad hoc work as and when requested.
Events

· Manage and administer regional events

· Planning and administering Lloyd’s visits and BIBA team ‘Away Day’
· Administering on site office meetings 
· Arranging travel and accommodation for BIBA events, such as Tour of The Regions 
· Seasonal administration work for The BIBA Conference including departmental support and arranging staff travel and evening itineraries 
· Providing support for BIBA regional events including communications, venue management, contracts, and insurance requirements, administering attendees and sourcing payments
· Maintain website accuracy for forthcoming events and membership data pages
· Assisting comms with mailing template design and content

· Handling event and administration enquiries  

· Assisting with growing podcast development for BIBA.

Broker ASSESS

(Broker ASSESS is an online learning tool provided by the Chartered Insurance Institute that BIBA members can use for their teams’ professional development.) 
· To help provide customer care and user support

· To assist with marketing of the Broker ASSESS package to both BIBA members and Non-members, via all available channels and arranging trials as required.
GENERAL

· Circulation/scanning of office post

· Monitoring and ordering stationery and consumable orders

· Assisting with meetings; ordering lunches, setup and clear down of meeting rooms, refreshments, greeting guests etc. 

· Assisting with company staff travel arrangements

· Supporting and covering periods of annual leave/sickness in relation to BIBA’s H&S responsibilities and assessments 

· Ad hoc, cross-departmental duties, as required.
