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Job Description – Operations Administrator (full-time)

Location: Ampfield, Near Romsey (with option of up to 50% home working) 

Purpose of the Post:
The Chartered Institute of Ecology and Environmental Management (CIEEM) is the professional membership body for ecologists and environmental managers, using their knowledge and skills to benefit nature. This Administrator role provides high‑quality administrative support across our operational areas but primarily:
· Professional Practice activities, including accreditation, events administration and professional standards.
· Membership support, ensuring a responsive, accurate and member‑focused service.

The postholder will contribute to the effective and efficient delivery of administrative support through collaborative working across teams. Allocation of time across areas will be flexible and responsive to changes in operational demand.

Key Result Areas:
1.  Professional Practice
· Provide administrative support for the delivery of the accredited Ecological Clerk of Works scheme, acting as the first point of contact and supporting both candidate registration and assessment processes.  
· Provide administrative support for the organisation and delivery of training courses, conferences and webinars.
· Provide administrative support to other team activities designed to raise standards of practice and celebrate good practice.
· Support our engagement with students and careers promotion.
· Attend and minute meetings as required. 

3. Membership Administration 
· Act as a first point of contact for membership enquiries by phone and email.
· Deliver a high‑quality, member‑focused administrative service in line with customer care guidelines.
· Process membership applications within agreed timeframes.
· Maintain accurate membership records on the CRM.
· Administer membership application invoicing and support payment processing.
· Assist with the annual membership renewal process.
· Provide general administrative support to the Membership Team as required.

4. General Responsibilities
· Respond to and deal effectively with all telephone enquiries.
· Maintain accurate records and comply with data protection, confidentiality, and financial security requirements.
· Use systems (e.g. CRM, SharePoint, and Microsoft 365 tools) effectively and accurately.
· Work collaboratively with colleagues across teams to support wider organisational activity.
· Provide cover and administrative support for other teams when required.
· Comply with all internal policies, procedures, and performance management requirements, including health and safety.



	




PERSON SPECIFICATION
	Essential
	Desirable

	Education/qualifications

	GCSE English and Maths (or equivalent)
	
	

	Relevant administrative qualification (e.g. NVQ Level 2 Business Administration or Customer Service)
	
	

	Experience

	Experience of working in an administrative role
	
	

	Experience of delivering excellent customer service 
	
	

	Experience of working with CRM systems or databases
	
	

	Experiencing of supporting training, events, conferences or webinars
	
	

	Experience of working for a membership organisation or professional body 
	
	

	Knowledge and skills

	Excellent IT skills including Microsoft Office 365
	
	

	Ability to prioritise a varied workload and manage deadlines 
	
	

	Good written and verbal communication skills
	
	

	Accuracy and attention to detail when handling data and records                                                                                                    
	
	

	Understanding of data protection and confidentiality requirements 
	
	

	Experience using Microsoft Dynamics and SharePoint 
	

	

	Personal qualities

	Strong attention to detail and organisational skills

	Polite, confident and professional communication style

	Self‑motivated and able to manage own time effectively

	Ability to work collaboratively as part of a team

	Commitment to delivering high standards of customer care

	Willingness to embrace new systems, processes, and ways of working

	Understanding of and commitment to CIEEM’s values and purpose
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