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	Job Description	

	Autism Alliance UK Membership Lead

	Introduction
The Autism Alliance UK is a national partnership of not-for-profit organisations supporting autistic people and their families. We work with Government to influence policy, campaign nationally on issues that affect autistic people and their families and work together to improve services and practice. Our vision is a world in which autistic people can thrive and live their lives as part of their communities.
The Autism Alliance provides a strong voice for the not-for-profit autism sector at a national level, represented on key Government boards and steering groups. It operates through a membership model, with currently 25 national and regional autism charities paying subscription fees and collaborating on Alliance activity. These comprise regulated providers of social care, education charities, and organisations providing community support. Alongside this, the Alliance raises funds for and delivers projects on behalf of, and with, its members. 
With a fast-growing membership, the Autism Alliance is continuing to develop as a strong voice for the sector at a national level and over the coming years aims to create further positive impact in policy, practice and campaigning.
The Autism Alliance is hosted by Autism Initiatives, a member of the Alliance and one of the UK’s leading charities supporting autistic people and their families. Autism Initiatives employs Autism Alliance staff, who then work across the wider Alliance membership and directly with Government, national stakeholders and project funders.
As the Autism Alliance continues to grow, we are looking for a highly capable individual to lead our membership offer and experience.
You’ll oversee high quality member communications, manage the planning and delivery of our programme of events and professional groups, and respond to requests and queries from members.
An excellent verbal and written communicator and a natural relationship manager, you’ll focus on helping the Alliance continue to develop as a strong and supportive community for its members. With high level administration skills, you’ll ensure member services are delivered efficiently while managing member data and keeping this up to date.
As well as finding ways to reach out to new potential members, you’ll also bring your flair for design and presentation to the resources we provide and the continuing development of our website. 
Working with the Director of the Alliance and our Executive Assistant, and often independently, you’ll deliver across a range of priorities, spot and seize opportunities, and use your energy and drive to make things happen.
Autism Initiatives is committed to working in partnership with the people we support, their families, commissioners and others to provide a personalised, autism specialist service that makes a positive difference to the lives of autistic people and their families.
All staff employed by Autism Initiatives are expected to:
· Work in the context of Autism Initiatives’ Vision, Mission and Philosophy. 
· Work to develop their abilities in line with the Autism Initiatives Competency Framework.
· Recognise the strengths and abilities of the people who access our services and support our shared belief in lifelong learning.
· Adhere to the Autism Initiatives’ Code of Conduct, showing a high degree of professionalism, resilience, and a willingness to remain committed during particularly demanding times.
· Observe all legal and procedural requirements in relation to data management and confidentiality e.g. adherence to GDPR (General Data Protection Regulation) and internal data management policies 
· Adhere to all safeguarding requirements and any procedures aimed at the protection of adults at risk.


	Location / department
Home based working, with occasional national travel to meetings and events, including in London. Travel would typically be expected at least twice a quarter, and travel costs would be reimbursed by the Autism Alliance.


	Line Manager
Director of the Autism Alliance  

	Job Purpose
To develop and grow the Autism Alliance as a strong, supportive community through an excellent membership offer and experience.

	Main Duties and Responsibilities 
1. Leading planning and delivery of the Autism Alliance UK’s programme of events and professional groups, including:
a. Planning and scheduling the forward programme of Autism Alliance events and professional groups, and updating this as required
b. Ensuring Alliance members are aware of all events and meetings, updated when changes are made, and reminded of all upcoming meetings
c. Working with the Alliance Director and Executive Assistant to plan the format and logistics of Alliance events, including the in-person Members’ Meeting three times a year and regular member calls with guest speakers
d. Using the Autism Alliance’s existing CRM system to manage and maintain data on all contacts across the Alliance membership, through regular engagement with members, and complying with all relevant data processing requirements
e. As required, work with the Director and Executive Assistant to manage and maintain data on the existing CRM relating to external (non-member) contacts
f. Working with the Director and Executive Assistant to scope and implement an IT strategy for the Autism Alliance, for example including a new CRM.

2. Leading high quality communications and relationship management with Autism Alliance UK members, including:
a. Maintaining regular contact with all Alliance members, building knowledge of each member’s activity, approach and priorities and sharing this as required with the Alliance team
b. Compiling and producing the Autism Alliance’s monthly newsletter to members, including updates on Alliance activity, relevant news articles, an update on research, and job adverts from members and more
c. Sharing relevant and time-critical information with Alliance members as required, including information from other members, sector campaigns, and opportunities to contribute to research
d. Handling requests and queries from Autism Alliance UK members on a wide range of topics, responding directly or triaging where required
e. Delivering the Autism Alliance annual membership survey to gather feedback from members and ideas for further improving the member services offer.

3. Leading promotion of the Autism Alliance UK to potential members, and the onboarding of new members, including:
a. Maintaining and updating annually the Autism Alliance membership brochure
b. Raising awareness of the Alliance and its membership offer amongst organisations in the specialist autism sector across the UK, through a range of channels including social media and stakeholder partnership, including targeted approaches
c. Managing the pipeline of membership enquiries, providing regular updates to the Alliance team and Partnership Board and managing data in line with data processing requirements
d. Delivering a high-quality onboarding process for new members, working with the Director and Executive Assistant.

4. Enabling effective and impactful public communication from the Alliance UK, both on policy, practice and on campaigning issues, including:
a. Managing and refreshing the Autism Alliance UK website and, as required posting new Alliance content produced by the team
b. As required, drafting, publishing and scheduling posts on social media
c. As required, using existing templates to create visually impactful assets for the Autism Alliance, and/or working with external contractors to commission design work.

5. Supporting efficient and effective delivery of the Autism Alliance UK’s business, including:
a. Regular catch ups and ‘workflow’ meetings with the Director and Executive Assistant
b. Scanning for relevant/topical information and updates that support and inform the Alliance’s work, across the media and the Alliance’s networks
c. Managing subscriptions for software/technology used by the Autism Alliance UK, complying with all Autism Initiatives requirements
d. Engaging and complying with Autism Initiatives processes and requirements as the host organisation of the Autism Alliance UK.


Note: This job description is not an exhaustive list.  The post holder may be required to undertake other duties as directed by their manager.

In addition, it is the nature of the work of the post that tasks and responsibilities are, in many circumstances, unpredictable and varied. The post holder will therefore be expected to work in a flexible way when the occasion arises that tasks which are not specifically covered in their job description, have to be undertaken.
These additional duties will normally be to cover unforeseen circumstances or changes in work and they will normally be compatible with the regular type of work.  
The job description may also be reviewed in light of changing service needs or developments in consultation with the post holder.





	Person Specification

	Membership Lead

	Essential
· Recent experience of working in a relevant communications and/or membership offer role.
· Excellent skills in oral and written communications, relationship management, and administration. 
· Excellent interpersonal skills with the ability to build strong and productive relationships with colleagues at all levels and in different types of organisation.
· Committed to the highest standards of service and responsiveness.
· Committed to the vision of the Autism Alliance for a world in which autistic people can thrive and live their lives as part of their communities, and determined to make a difference.
· Highly organised, proactive, independent, a self-starter, flexible and responsive in using your time.
· Highly creative, with skills in design and website management.
· Able to spot opportunities and make connections, excellent at problem solving.
· A passion for learning, and strong interest in developing knowledge and skills in policy and partnership.
· Ability to plan, manage and deliver work to agreed deadlines.
· A commitment to good work/life balance.
· Well-developed IT and information management skills.


	Desirable 

· Specialist knowledge of policy and/or practice relating to autism.
· Knowledge and/or lived experience of autism and/or other aspects of neurodiversity.
· Knowledge of one or more sectors relevant to autistic people, including education, health, social care, employment, justice.
· Experience of developing business requirements for IT systems.
· Experience of working with Government at national, regional or local level.
· Previous third sector work experience. 


	General 
· A full valid driving licence and access to own transport with business insurance or able to demonstrate alternative mobility arrangements.


	Date reviewed: February 2025
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