MEMBERSHIP AND BUSINESS ENGAGEMENT OFFICER

OCTOBER 2017

JOB DESCRIPTION AND ROLE PROFILE
REPORT TO
SALARY
HOURS
CONTRACT

DIRECTOR OF COMMUNICATIONS AND MARKETING
£25,000 pa
35 HOURS PER WEEK
PERMANENT

INTRODUCTION AND OVERVIEW
South Bank Employers’ Group (SBEG) is a membership association of the major and pre-eminent employers and
businesses in the South Bank and Waterloo area, dedicated to achieving the best possible experience for
employees, residents and visitors. SBEG is a not for profit company, set up in 1991 by a small group of businesses
and employers to regenerate and transform South Bank. All members share a vision for South Bank and its future
as:
•
•
•
•
•

a desirable destination for culture, business and pleasure
a place which supports and encourages investment and business growth
a place with a flourishing and cohesive residential community
a place which is welcoming to visitors and tourists
a friendly, clean, colourful, safe, dynamic and diverse area

South Bank is an incredibly dynamic neighbourhood and continues to undergo significant change. With many
high-profile development projects underway and more planned, it’s a place that’s continually redefining aspects
of urban and neighbourhood management. For over 25 years, SBEG has been at the heart of these changes and
remains committed to addressing the future needs of the area. We work to tackle South Bank’s ongoing
investment needs, to ensure that our voice and that of our members is heard.
We market and promote South Bank as one of the capital’s top destinations and as the cultural heart of London
to a range of specific London, national and international audiences, and work closely with those visitor attractions
that make the neighbourhood one of the most exciting and culturally rich in the world. Central to our work is
South Bank Marketing Group and South Bank Venues: both bring together member organisations to set and drive
specific marketing, destination, area promotion, and business development objectives.
SBEG coordinates and delivers vital services in the neighbourhood, including: cleansing and graffiti removal;
enforcement against illegal trading and anti-social behaviour; running a comprehensive security and patrol service
for businesses and visitors; coordinating construction activity throughout the neighbourhood; and improving the
public realm through the coordination and delivery of capital projects. We manage Jubilee Gardens, one of the
central London’s most heavily used areas of green space, through a service level agreement with the Jubilee
Gardens Trust.
We also provide - through Waterloo Job Shop - employment and skills services that help South Bank employers to
recruit residents, and deliver training and employment assistance to those residents in the local area that are
looking for work.

SBEG led the establishment of the South Bank Business Improvement District (BID) which has been running since
2014. SBEG manages South Bank BID and delivers a range of services on its behalf. The establishment of the BID
has broadened our engagement with local businesses, with approximately 200 businesses paying the BID levy which collectively supports a range of services and activities across the South Bank. Through a Service Level
Agreement, SBEG delivers all services to South Bank BID, including operational delivery, marketing and
communications, business engagement, corporate governance, financial management and audit.
The attached chart and associated narrative sets out the various relationships that SBEG manages and
coordinates with numerous organisations, groups and networks.
THE ROLE
Our Membership and Business Engagement Officer provides a range of services to our members and to South
Bank BID. Members are critical to our success and to the future - they underpin everything that SBEG does. Our
membership structure has evolved and expanded in recent years, to ensure that all businesses and employers are
involved and engaged in the future of the neighbourhood. In addition to SBEG’s core members (who nominate
representatives to the Board of Directors) our membership categories reflect interests in property and
development, urban / social regeneration, culture and the arts, the leisure and visitor economy, education and
skills, housing, and health.
Reporting to the Director of Communications and Marketing, the post holder will ensure that all members are
fully engaged and involved in issues relating to the South Bank’s future, and that their interests are reflected in
future initiatives and projects. The successful candidate will work closely with other members of the SBEG team
to ensure that all communication and contact with members is planned, integrated and delivered in accordance
with SBEG’s priorities and ambitions.
KEY RESPONSIBILITIES
The main responsibilities of the post will include:
•
•
•
•
•
•
•
•
•
•

•
•
•
•
•

Implementing our membership and business engagement contact plan, in conjunction and collaboration
with relevant SBEG teams, to include South Bank BID
Communication and liaison with key SBEG members, including senior representatives of member bodies
Managing a membership database, including contact details and contact scheduling plan
Stakeholder management, especially with external organisations and partners, and potential members
Devising, planning and delivering member events, encompassing all aspects of event management
Organising and coordinating a range and variety of member-oriented meetings and networking events
Develop and implement clear event templates covering guest lists, invites, venue hire, technical set-up,
reminders, speeches, costs, budgeting and to ensure internal and external liaison
Develop KPIs and simple effective event evaluation, including lessons learned
Researching potential members, including those that are new to South Bank and the neighbourhood
Integrating member engagement strategies and plans to include all South Bank BID levy payers, both
current and potential
Utilising data, software and a range of networks to build understanding of businesses locating to and
currently operating in South Bank
Preparing regular, up to date and accurate briefings for senior managers and Board members on a range
of issues relating to businesses, organisations, employers and economic sectors
Undertaking and commissioning research projects as necessary, and regularly updating statistics / data
Preparing and delivering presentations to external audiences, using appropriate media
Coordinate and / or delivery specific projects, as directed by the Director of Communications and
Marketing

In addition, you will:
•
•

Comply with SBEG’s Health & Safety policies
Comply with SBEG’s Equal Opportunities policies

PERSON SPECIFICATION
Suitable candidates should be able to demonstrate the following knowledge, skills and experience:
•
•
•
•
•
•
•
•
•
•
•
•

Experience of working in a membership-focused role and / or working for a membership organisation
Knowledge and experience of relevant CRM / databases and their effective management and utilisation
An understanding of urban development, place management and relevant initiatives, including
regeneration, neighbourhood planning and Business Improvement Districts
Demonstrable experience of event management, and a track record in successfully delivering events
Working knowledge of budgeting and financial administration
Excellent communication skills, particularly verbal and written, and a proven ability to prepare clear and
concise briefings and correspondence
Excellent written and spoken English
Experience of providing support to senior managers, maintaining confidential systems, and the ability to
maintain thorough and accurate records
Experience of undertaking research using online tools, software and other media, and the ability to
extract and summarise relevant information
Good knowledge and experience of standard office information and communications technology
applications including advanced MS Word, Outlook and PowerPoint
Proven ability to work effectively as part of a team, working flexibly across professional and operational
boundaries, including experience of working with senior staff and external agencies
Knowledge and understanding of the unique pressures facing the South Bank area, and a recognition of
the need for services to match its location and reputation as part of London’s Central Activities Zone

BENEFITS
•
•
•

25 days of annual leave increasing with length of service up to 28 days per year
6% employer’s pension contribution
Interest free season ticket loan

HOW TO APPLY
Please email a current CV (no more than four pages) and a covering letter of no more than two A4 pages to
frances.cresswell@southbanklondon.com. Please ensure that your covering letter and your CV fully address the
objectives of the job description and the requirements of the person specification.
The closing date for applications is 5pm on Monday 13 November 2017.

South Bank Employers’ Group is an Equal Opportunities Employer and aims to ensure that no job applicant is
discriminated against on the grounds of gender, age, marital status, disability, sexual orientation, ethnic origin, race,
religion or belief.

