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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


High Life Membership Associate (Temporary for 23 Months)
SALARY: 


£27,554 - £30,175 per annum
LOCATION:


Inverness/ Hybrid home working available
HOMEWORKING:
This post is appropriate for a home-working* request to be made. Any home-working arrangements would be agreed by the post’s line manager and the administrative base would be classed as Inverness for the purposes of expenses and travel claims. Initially, for training purposes, the successful candidate will be required to work from the office base. 

*High Life Highland home-workers must have a permanent residence in The Highland Council area or live within a 90-minute commute from the designated workplace.
RESPONSIBLE TO:

Business Development Manager
JOB PURPOSE:
The role will focus on supporting the High Life Development Manager to maximise income and increase High Life membership through the development of new opportunities within the Charity.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. For each of the key duties listed the post holder will work in collaboration with the High Life Development Manager, Area Leisure Managers, Leisure Managers, High Life Coordinator and other HLH staff, to achieve the outcomes.
2. To contribute to the key growth area within the High Life Highland Business Plan to increase High Life subscriptions.
3. To assist and support the High Life Development Manager in identifying opportunities to generate new income streams and increase High Life membership through the provision of tailored initiatives and programmes targeted at individuals, children, and families
4. To assist in the preparation of reports for the High Life Highland Charity Board, Trading Board and Finance and Audit Committee as required.

5. To be aware of industry trends and have a business outcome approach. 
6. To assist with the implementation of promotions / sales of the High Life Membership across all services.
7. To sell High Life membership through direct sales calls and written correspondence with existing/potential customers. 
8. To manage the generic mailbox and respond to enquiries from internal and external customers.
9. To assist with the creation and co-ordination of correspondence between High Life Highland and corporate clients.
10. To meet external clients with the aim of generating new joint working opportunities and corporate memberships.
11. To co-ordinate High Life stand and promotion at key events and represent the charity at meetings, functions and events.
Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations, it will be necessary to update this job specification from time to time.
Date: 29.08.24
High Life Highland (HLH) is committed to the protection and safeguarding of vulnerable groups, including children and protected adults and believes that they should never experience any kind of abuse. It has a responsibility to promote the welfare of those in vulnerable groups and to keep them safe and to practice in a way that protects them. HLH expects all those with whom the Charity engages to share this position. Where applicable, new positions will be subject to the appropriate level of Disclosure Scotland checking; identity checks (address, date of birth), employment/experience history, two references (one of which must be most recent employer, where appropriate), qualifications, Right to Work in the UK (where applicable). The above will apply to anyone working on behalf of HLH (paid or unpaid) including all board directors, staff, workers, volunteers, agency staff and students.
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

High Life Membership Associate (Temporary for 23 Months)
LOCATION:

Inverness
ESSENTIAL ATTRIBUTES:

In order to be able to carry out the duties of this post effectively, candidates will be able to provide evidence of the following:

1. EXPERIENCE 
· Minimum of three years working within the Leisure sector or similar service industry.
· Supervising staff and tasks/projects.
2. EDUCATION AND QUALIFICATIONS
· Good general level of education, minimum of three National 4/5 qualifications (or equivalent) including English, or equivalent work experience.
3. SKILLS/ATTRIBUTES GENERAL

· Excellent written and verbal communications skills. 

· Ability to influence, negotiate and communicate effectively.

· Able to act on own initiative and to impact positively on other people.
· Ability to manage workload, arranging priorities to meet strict deadlines.
· Focussed approach to work with attention to detail.
4. SKILLS/ABILITIES SPECIFIC TO THE POST

· Experience of delivering high quality services and products to meet customer demand.

· Experience of maximising profit margins from sales.
· Experience of identifying and delivering new business growth.
5. INTERPERSONAL AND SOCIAL SKILLS

· Energetic, enthusiastic and with a personal drive for achieving results.
· Highly effective communication skills.
· Able to represent High Life Highland effectively in all external settings.
