
 
 

JOB PROFILE                      
 

POSITION 
Job title:    
 
Location:    
 
Reports to (job title):  
 
Directorate: 
 
Band:  
 
Date created/reviewed: 

Member Network Account Manager 
 
Leicester 
 
Head of Member Networks and Events  
 
Deputy CEO 
 
Band 1 
 
May 2025 

 
JOB PURPOSE  
 
To work closely with the Member Networks, creating trusted partnerships by providing professional 
support, advice and guidance to support the Member Networks in delivering impactful activities and 
initiatives that maximise value for their members. 
 
To oversee specific projects and activities for the Member Networks in support of achieving the 
Society’s and Member Networks delivery plans. 
 
To act as an account manager for a number of networks, being the key point of contact to for those 
committees. Providing data driven guidance and advice to network committees, supporting them to 
deliver impactful activities to drive member engagement. 
 
To support networks in key areas such as; governance, finance, event delivery, activity planning and 
data reporting. 
 
 

 
KEY ACCOUNTABILITIES 
 

1. Work with Member Networks to develop outcome focused strategies and plans that create 
value for Members and society at large. To provide insight to the Society’s strategy and 
knowledge of the process, helping to connect outputs to the Society’s strategic plan and 
encourage cross collaboration across the Networks. 

2. To the Member Networks in developing initiatives and projects, and then co-ordinate the 
successful delivery of them. This may include activities such as helping draft research 
proposals or develop event content. 

3. To encourage and support collaboration and knowledge sharing across Member Networks, to 
help develop shared understanding, share best practice, and actively bring together different 
Member Networks to collaborate and work together in a joined-up way to reduce fragmentation 
and duplication. 

4. To provide advice and guidance to Committees, helping them to understand and apply relevant 
polices, governance requirements and processes, so that they operate in an effective way and 
are compliant with necessary standards and governance requirements. 

5. Act as link between Member Networks and other areas of the BPS, helping to promote and 
represent them in the wider organisation, and helping Member Networks to navigate the 



organisation and partner effectively with teams to achieve their activities. 
6. Develop and maintain positive collaborative relationships with Committees and volunteers. 
7. To support the creation and delivery of Member Network annual activity plans, so that their 

activities reflect their own and the Society’s Strategic Plan, are within their financial means 
and meet the needs of their Members in the most efficient manner. 

8. Support networks in delivering members focused events. 
9. Ensures that members undertaking work on behalf of the Society on a voluntary basis 

operate in a way that is consistent with our partnership ethos, policies and practices. 
 
KEY WORKING RELATIONSHIPS 
 

 Member Networks – Committees and individual members 
 Senate 
 Workforce, Education, Training and Standards team (careers, students ) 
 Professional Development and Assessment team (Quals, CPD and assessment) 
 Knowledge and Insight Team 
 Membership Team 
 Marketing and communications team 
 Professional Conference Organiser 
 Finance Team 
 Design Team 
 Policy Advisors 

 
GENERAL REQUIREMENTS 
 
You will also: 

 Take on any training required for personal or professional development within your role 
 Carry out your work in line with our policies and procedures 
 Take on any additional duties that might be appropriately delegated to you 

 
 
PERSON SPECIFICATION 
 
Detailed below are the qualifications, experience, skills and knowledge needed for this role. The 
Essential criteria show the minimum requirements for the post to be carried out competently and 
effectively. The Desirable criteria are not essential, but may be used to distinguish between 
applicants in a recruitment process. 

 
 

 Essential/ 
desirable 

Educational & professional qualifications 
Education to degree level or equivalent with an excellent level of literacy and numeracy D 
 Qualifications and/or substantial experience of working in a customer service role D 
Project management qualification D 
Experience 
experience in managing effective operational, administration and customer services in a 
complex organisation 

E 

Experience of persuading and influencing internal and external stakeholders E 
Experience working on  projects E 
Experience in overseeing budgets and interpreting financial information  E 
Experience of working under pressure and to deadlines E 
Experience of delivering events D 
Knowledge 
Professional Organisations E 
Society financial policies, processes and governance rules E 
Finance  E 
Interdisciplinary working E 



Skills 
Excellent interpersonal skills and the ability to manage ongoing communication and 
professional relationships with internal and external stakeholders  

E 

Ability to influence and provide professional advice based on reason and knowledge E 
High attention to detail  E 
Ability to work under own initiative E 
Ability to communicate technical, and procedural information to different audiences D 
A demonstrable commitment to achieving challenging standards of service, and 
demonstrable experience in monitoring achievement of agreed service levels. 

E 

Report drafting in a range of contexts D 

 


