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Purpose of the Role

The Membership Support Lead helps grow and retain SWI’s membership, supports volunteers and ensures members feel welcomed, valued and involved.

Working with the national team, Federations and Institutes, the role combines membership planning with practical support. You will help existing Institutes thrive, guide new groups as they get started and make it easier for women across Scotland to become involved in SWI.

Key Responsibilities

· Membership Recruitment and Growth

· Develop and deliver membership recruitment and retention plans that support SWI’s strategy.
· Identify opportunities to reach new audiences and communities across Scotland.

· Provide practical resources and advice to help Federations and Institutes recruit and retain members.

· Guide new Institutes and groups from initial enquiry through to launch and ongoing development.

· Work with local volunteers to help Institutes experiencing declining membership or at risk of closure.

· Work with the Communications Lead on recruitment campaigns, follow up enquiries and review results.

Membership Experience and Engagement

· Provide friendly, timely advice to members and prospective members, coordinating support with colleagues and volunteers.

· Develop a consistent welcome and follow-up approach, including welcome materials, local introductions and opportunities for buddying or mentoring.

· Help members understand and access opportunities for learning, events, volunteering and sharing skills and heritage.

· Gather feedback on why members join, stay or leave and use it to improve the member experience.

· Identify barriers to participation and help develop accessible information and flexible ways to take part, including non-digital options.

Volunteer Support

· Coordinate practical induction, guidance, training and peer support for volunteer office bearers.

· Help Federations and Institutes recruit volunteers and plan for future office bearers, making responsibilities clear and manageable.

· Build positive relationships with local volunteers, helping them develop confidence and share good practice.

· Work with colleagues to recognise and celebrate the contribution of members and volunteers.

Membership Information and Reporting

· Maintain accurate, up-to-date and confidential membership records, working with administration colleagues and local office bearers.

· Use the membership database and feedback to monitor recruitment, retention, engagement and local membership trends.

· Prepare clear reports for the Head of Business Development and contribute to CEO and Board reporting, highlighting progress, challenges and recommended action.

· Work with the Head of Finance and relevant colleagues to improve joining, renewal and payment processes.

· Handle membership information in line with SWI’s data protection policies and procedures.


Teamwork and Strategic Support

· Work with the Communications Lead to develop membership messages and content, with Communications responsible for production and publishing.

· Work with the Events and Administration Lead to ensure member needs inform activities and training, with Events and Administration responsible for delivery arrangements.

· Build local outreach relationships and identify opportunities with the Head of Business Development, who leads fundraising, sponsorship, commercial activity and strategic partnerships.

· Contribute membership insight to planning, funding proposals, heritage activities and impact reporting.

· Agree priorities with the Head of Business Development and raise significant risks or sensitive matters promptly.

Additional Duties

Represent SWI at relevant meetings, community activities and external events.

Promote SWI’s values and its work bringing women together through friendship, lifelong learning and shared experiences.

Follow SWI’s policies, including those relating to accessibility, safeguarding, confidentiality and data protection.

Undertake occasional travel and evening or weekend work within agreed working arrangements.

Undertake other reasonable duties appropriate to the role.
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