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Job Description 

	Job Title
	Development Executive 

	Contract Type
	Permanent, full time or part time considered  

	Salary
	£30,000 - £34,000 based on full time hours 

	Location
	Remote (home based), but able to attend meetings and events throughout the UK as required

	Reports to
	Director of Development 

	Key Relationships
	Members of the BCA, University staff, CEO, BCA staff teams



	Job Summary 

Are you a natural relationship-builder who loves meeting people, making connections and getting things done?

We're looking for a Development Executive to join our small, friendly team and play a key role in growing and strengthening our professional community. 

This is a varied and rewarding role where no two days are the same. One day you might be attending a university event, supporting a student committee meeting or helping to deliver a member event; the next you could be speaking to prospective members, building relationships with clinic owners or following up opportunities through our CRM.

Working closely with the Director of Development and wider team, you'll help recruit and engage members, support our student and new graduate community, grow our clinic-level membership offering and provide practical support across events, partnerships and member engagement activities.

We're looking for someone who enjoys building relationships, is confident starting conversations, has a strong customer or sales mindset and thrives in a fast-paced environment. Most importantly, you'll be someone who rolls up their sleeves, gets stuck in and enjoys being part of a collaborative team working towards shared goals.

We welcome applications from candidates seeking either full-time or part-time hours. We're looking for the right person to join our team and are happy to discuss a working pattern that works for both parties.





	Key Areas of Responsibility

Student & New Graduate Engagement
· Act as the primary point of contact for student members and new graduates.
· Build strong relationships with university course leaders, student representatives and education providers.
· Coordinate initiatives that maximise student membership recruitment and engagement.
· Support the conversion of student members into paid members following graduation.
· Coordinate the Student and New Graduate Committees and support delivery of their programmes and activities.
· Attend university events, careers fairs and graduations across the UK.
· Work with our Events & Partnerships Manager to deliver events for students and new graduates.

[bookmark: student-new-graduate-engagement]Membership Recruitment & Growth
· Proactively identify, engage and convert prospective members.
· Build relationships with chiropractors who are not currently members of a professional association.
· Engage chiropractors currently belonging to other associations and communicate the value of BCA membership.
· Manage membership enquiries and follow up leads in a timely and professional manner.
· Maintain an active pipeline of prospective members through the CRM system.
· Work with the marketing team to support recruitment campaigns and lead generation activity.
· Contribute to membership growth targets through proactive outreach, relationship building and conversion activity.

[bookmark: membership-recruitment-growth]Clinic-Level Membership
· Support the growth of our clinic-level membership offering.
· Engage with clinic owners and promote the value of membership.
· Identify opportunities to recruit, retain and support clinic members.

[bookmark: clinic-level-membership]Development Team Support & Coordination
· Support the delivery of events, partnerships and sponsorship activities.
· Coordinate stakeholder communications, project plans and follow-up actions.
· Act as a key link between universities, committees, members and the wider Development team.
· Ensure accurate CRM records, reporting and activity tracking.
· Provide practical support across a range of membership, partnership and event projects.

About You

We're looking for someone who is proactive, organised, enthusiastic and ready to make an impact. You'll have:
· Experience in membership, sales, business development, recruitment, account management or a similar relationship-focused role.
· Confidence building relationships and engaging with a wide range of stakeholders.
· A strong customer-focused and target-driven mindset.
· Excellent communication and presentation skills.
· Strong organisational skills and the ability to manage multiple priorities.
· Experience using a CRM system to manage contacts, opportunities and activity.
· A proactive approach and willingness to take ownership of tasks and projects.

You'll be comfortable working independently when needed, but equally enjoy being part of a supportive team where everyone pitches in and helps each other succeed.
Benefits

We believe great people do their best work when they feel trusted, supported and able to balance work with the rest of life. In return, we offer:
· Fully remote working, with regular opportunities to connect in person with colleagues, members and partners.
· Flexible working arrangements, with full-time and part-time options available.
· Generous annual leave allowance, plus bank holidays.
· Pension contribution.
· Private health insurance.
· Annual wellbeing budget to support your physical and mental wellbeing.
· The opportunity to travel across the UK, attend events and build relationships throughout the profession.
· A supportive, collaborative team culture where everyone contributes and plays an important role in our success.




This job description should be seen as a guide to the main duties and responsibilities of the job and not as a permanent, definitive statement. The business will change and develop, and the duties and responsibilities may vary from time to time. 

	General and Regulatory Responsibilities 
(standard corporate responsibilities applicable to all)

1. To comply with all Association Rules, Standards, Policies and Procedures.
2. Support and actively promote the values, beliefs and expected behaviours of the Association, including Equality, Diversity and Inclusion. 
3. To perform other duties from time to time which are reasonable in relation to the individual’s skills, abilities and position in the Association. 





	Person Specification

	Attributes
	
	Essential/Desirable

	Experience
	· Recruiting new members or customers in a sales environment.
· Member or customer retention.
· Leading on sales delivery.
· Content creation for campaigns. 
· Work in national organisation.
· Working across different committees/teams.
· Working with external stakeholders.
· Supporting teams/committees to achieve common goals.
· Working with a CRM system/database.
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	Knowledge
	· How customer journeys work, from pipelines through to retention.
· How to build external relationships to generate new members/customers.  
· Understanding of the health landscape in the UK.
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	Skills
	· Sales skills.
· Strong communication skills (written and oral).
· Planning and organisation skills.
· Ability to understand complex situations and documentation.
· Excellent analytical abilities, with ability to look at data and trends and produce reports.
· Efficient multitasker with attention to detail. 
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	Other
	· Able to work remotely – mainly from home.
· Able to travel to various locations for meetings & events.
· Self-motivated.
· Ability to exercise discretion.
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