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Accountable to: Head of Membership Development 

 

Responsible for: None 
 
Location:   Pitfield Street, London 

 
An introduction to London Youth 
 
London Youth is a network of diverse community youth organisations serving young people of 
all backgrounds right across the capital. Our mission is to support and challenge young people 
to become the best they can be. Our vision is that all young Londoners grow up healthy, able to 
navigate a fulfilling career and make a positive contribution in their communities.  
 
We support them to develop the confidence, resilience and relationship skills they need to do 
this, delivering with and through our network of community youth organisations and at our two 
residential centres. We work with all young people but place a particular emphasis on those who 
wouldn’t otherwise have access to the kind of opportunities we offer.  
 
Because good youth work works. 
 
We deliver our mission through four strategic objectives: 
 

• Membership Development – Developing, training, connecting and quality assuring our 
membership network to deliver good youth work. 

• Opportunity – Creating a broad and inclusive range of quality opportunities for young 
people in social action, sports development, employability and outdoor education. 

• Voice – Ensuring our expertise and the on-the-ground voices of youth workers and 
young people are reflected in public policy, practice and opinion. 

• Best we can be – Being the best we can be ourselves; fundraising effectively, financially 
robust and a great place to work 

 
And we strive to act in line with our four simple principles: 
 

• Honesty – about what works (and what doesn’t ) and we learn from our mistakes 

• Collaboration – with each other, young people, our members, and the world beyond 

• Improvement – committed to continual improvement 

• Fun – because we think people learn best when enjoying themselves 

 
Why work for London Youth…? 
 
Our most recent Employee Survey revealed… 
 

✓ 99% staff want to contribute to London Youth’s success 
✓ 92% staff feel they can ask questions when they do not understand something 
✓ 91% staff enjoy their job 
✓ 95% staff are proud of the work we deliver 
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The Team 
 
London Youth has a membership of 420 community based youth organisations, located in every 
London Borough. This is a unique asset base for the organisation, for young people in London, and 
for the communities in which they are located. Our members are an incredibly diverse range of 
organisations – traditional youth clubs, community centres, arts and sports clubs, projects for 
refugees, disabled young people and many other groups. We want to support our members so that 
whenever a young person goes through their doors they receive a high quality experience which 
meets their needs, allows them to learn and have fun, and helps them gain confidence, resilience 
and build stronger networks and relationships.  
 
The Membership Development team was established in 2014 and, since then, we have increased 
investment in our membership offer, developed improved systems to manage membership 
information and processes, and strengthened our capacity building portfolio for members. Currently 
the Membership Development team is a team of six and sits within the Engagement directorate with 
our Communications team.  
 
 
 
 
 
 
 
 
 
 
 
 

Job Purpose 
 
Supporting youth sector organisations to be the best they can be and increasing their access to 
resources and opportunities for partnership work are at the core of the Membership 
Development team. The Membership Development Officers are responsible for engaging and 
supporting our members, working with them to achieve the London Youth Quality Mark, running 
and coordinating our thematic networks, and being their first point of contact at London Youth.  
 
We are looking for a Membership Development Officer that will specifically work with our 
members in North and East London. They will work closely with members to support them to 
achieve the London Youth Quality Mark, acting as their main point of contact, sending them 
personalised communications, and responding to any queries they may have.  
 
In addition to supporting members in North and East London, the Membership Development 
Officer will be responsible for coordinating London Youth’s networks and events for members, 
making sure that these have a clear purpose, are scheduled and planned in a consistent way, 
and are regularly reviewed and evaluated. 
 
They will also play a key role managing our strategic relationship with Associate Members. 
These are a group of organisations that support the youth sector in different boroughs and 
include Young People’s Foundations, CVSs, and large delivery organisations. 

Head of Membership Development 

Membership Development Officer  

Membership Development Officer  

Membership Development Officer  

Digital Marketing Officer 

Membership and Training Administrator 
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We are looking for someone who is passionate about great youth work and will champion the 
work of our members. Vitally, candidates will need to be excellent communicators: you will have 
to be able to work with colleagues across departments, engage members with our offer, give 
adjusting feedback through the Quality Mark, and manage complex relationships with a variety 
of stakeholders. In exchange, you will be part of a dynamic team working with inspiring youth 
professionals across the capital and doing a diverse role where no two days are the same. If 
you think this would be a good fit for you, then we would love to hear from you.  
 

Job Description 
 

Main duties of the role Approximate % 
allocation 

Account managing youth organisations across North and East 
London, supporting them on acquiring their Quality Mark and 
engaging in London Youth training and programmes 

40 

• Act as a point of contact for organisations, regular 
communications and responding to any queries by providing 
advice or sign-posting to other organisations. 

 

• Support members throughout the Quality Mark process from start 
to accreditation, providing relevant information and meaningful 
feedback all the way through. 

 

• Review organisations’ policies, procedures and practices and 
provide them with a written action plan based on their strengths 
and areas for development. 

 

• Support London Youth teams to engage members in all areas 
of our offer, including sports, arts, and youth social action 
programmes.  

 

• Support the development of London Youth’s training offer by 
identifying training that is relevant to our members 

 

Coordinating London Youth’s networking opportunities for 
members 

30 

• Lead on the Inclusion Network, planning and facilitating 
meetings and developing relationships with key stakeholders  

 

• Liaise with colleagues leading on different networks to ensure 
that meetings are planned and scheduled consistently 

 

• Work with the Communications team to organise events for 
members, including our annual London Youth Awards 

 

• Review London Youth’s networking offer for members to 
ensure it is fit for purpose and meets our members’ needs 

 

• Support the Digital Marketing Officer to develop content to 
engage members with our networks and events 

 

• Ensure that our networks and events are evaluated in a 
coherent and meaningful way 

 

Lead on London Youth’s strategic relationship with Associate 
Members and other key stakeholders 

30 

• Identify opportunities to work in partnership with Associate 
Members to grow our impact 
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• Engage Associate Members with London Youth’s offer, 
especially networks, events and policy activities 

 

• Establish new relationships with infrastructure organisations 
and other groups supporting the youth sector across London 

 

 

Corporate responsibilities cutting across tasks set out above 

Planning and budgeting 

• Inputting to annual plans and budgets  

• Contributing to effective day to day financial management through monitoring and controlling 
actual and projected income and expenditure  

• Reporting regularly on actual versus planned performance 

People 

• Preparing thoroughly for one to one meetings and annual appraisal with your line manager 

• Taking responsibility for your ongoing professional development  

Corporate development 

• Understanding and supporting the vision, mission and aims of London Youth  

• Contributing to the formulation and delivery of London Youth’s strategy 

• Committed to and actively promotes London Youth’s policy and procedures to value and 
respect diversity and inclusion in all aspects of their duties and working relationships 

• Managing resources to the highest professional standards and act as a custodian of best 
practice 

• Maintaining awareness of your own and others’ Health and Safety, and comply with London 
Youth’s Health and Safety and Safeguarding policies  

• Undertaking other duties as may be reasonably requested within the responsibilities of the 
post 

Terms and Conditions 

 
Salary: £29,517 plus contributory pension scheme 
 
Hours:  37.5 hours per week  
 
We will consider candidates interested in part-time arrangements (at least three days per 
week, pro rata salary). Please indicate in the ‘Experience, Skills, and Knowledge’ section of 
the application form if this is the case.  
 
 
Leave: 31 days (26 annual leave and 5 office closure days) pa plus 8 bank holidays 
  
Term: Permanent 
 
NB while this post is office based, there will be a need to work occasional evenings in line 
with our members’ needs, as youth organisations mostly operate outside of the school day 
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Person specification 
 

Essential (E) 
Desirable (D) 

Demonstrated at 
Application (A) 
Interview (I) 
Selection Test (T) 

Skills, experience and knowledge 
Experience of event planning and management E A/I/T 

Strong written communication skills E A/I 

Ability and experience of engaging senior decision 
makers 

E A/I 

Experience of project management, from project planning 
to monitoring performance against targets and evaluation 

E A/I/T 

Demonstrable experience of supporting an organisation 
(your own or another) to implement and embed new ways 
of working 

E A/I 

Proven ability to give effective feedback  E A/I/T 

Demonstrable presentation and facilitation skills E A/I 

Experience of working with a wide range of stakeholders E A/I 

Thorough knowledge and a deep understanding of the 
opportunities and challenges for youth organisations in 
London 

E A/I 

Working knowledge of Microsoft Outlook, Word and Excel E A/T 

Experience of using databases and customer relationship 
management (CRM) systems to effectively engage 
beneficiaries and manage account-based relationships 

E A/I 

Experience of working with young people in a youth work 
setting 

D A 

Knowledge of the London Youth Quality Mark D A/I 

Qualifications 
Educated to A level or equivalent qualification/ 
experience 

E A 

Personal Attributes 
Passionate and demonstrably committed to improving the 
lives of young Londoners 

E A/I 

Experience of managing a varied and demanding 
workload  

E A/I/T 

Ability to work on your own initiative E I/T 

Ability to work effectively with colleagues across teams  E A/I 

Absolute discretion and ability to maintain confidentiality E A/I 

Motivated to learn new skills and open to explore new 
ways of working 

E I 

Ability to work in a changing and flexible organisation E I 

Willingness to work occasional evenings  E A/I 

 


