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Development Assistant, Membership, Friends and Patrons (Part -Time) 

Salary range: £21,391 - £24,775 pro-rata (4 days per week)
Limit of tenure: one year in the first instance
 The Development Assistant, Membership, Friends and Patrons, is primarily responsible for all aspects of the administration of the Friends’ and Marlay Group memberships with a view to supporting the growth and development of these important supporter groups for the Museum. 

You will maintain a database of the Friends and Marlay Group members and ensure the successful operation of annual subscription payments for both groups. Other duties relate to the volunteer committee which runs the Friends and the Marlay Group, assisting with the organisation of events for Friends and Marlay Group and servicing the office generally, including being the first port of call for inquiries about the Friends and the Marlay Group.
Based in the Fitzwilliam Museum Development Office, you will provide administrative support to the Museums two membership groups, the Friends of the Fitzwilliam Museum (approx.1,800 members) and the Marlay Patrons Group (over 100 members) who are vital to the continued growth in philanthropic support for the museum. 

A high level of competence in standard software packages e.g. Word, Excel, Access, Outlook is prerequisite. Further, you will ensure a high professional profile for the Friends of the Fitzwilliam and Marlay Group through the excellent interpersonal skills you can offer and be able to work successfully with all levels of staff and the public. 
Closing date for applications: 
midnight on Monday 14 September 2015
Planned interview date: 
             Thursday 24 September 2015 
Offers of employment will be conditional upon the satisfactory outcome of a Security check. Whether an outcome is satisfactory will be determined by the University.
To submit an application for this vacancy, please click on the link in the ‘Apply online’ button on the advert published on the University’s Job Opportunities pages http://www.jobs.cam.ac.uk/. This will route you to the University’s Web Recruitment System, where you will need to register an account (if you have not already) and log in before completing the online application form. 

Any queries should be directed to recruitment@fitzmuseum.cam.ac.uk or Tel: 01223 764840.

The University welcomes diversity and is committed to equality of opportunity.

The University has a responsibility to ensure that all employees are eligible to live and work in the UK
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