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Introduction 
 
Thank you for expressing an interest in working for Cornwall Heritage Trust. 
 
This role has been created as part of the “Resilience Project”, which we 
undertook in response to the challenges presented by the Coronavirus 
pandemic.   
 
The Resilience Project included a thorough review of the Trust’s governance 
arrangements and formulation of a Business Development Plan and 
Fundraising Strategy to inform our Strategic Plan and provide direction for the 
next four years with the aim of increasing income generation and assuring the 
financial future of the charity.  One of the outcomes of this project is that we 
are now seeking to appoint a Membership Manager to join our team and 
help to achieve our aspirations to safeguard the future sustainability of the 
Trust and to grow our activity as we head towards celebrating our 40th 
anniversary. 
 

 
 
The role will be based at our offices at Krowji in Redruth however we are open 
to the potential for a hybrid model of working.  It is anticipated that the 
working hours will be split over office hours of 9am to 5pm, Monday to Friday, 
however there will be occasions where some evening and weekend working 
will be required. 
 
The successful candidate will play a key role in defining the membership 
strategy for the next four years and managing its implementation.   We aspire 
to building our membership numbers and subscription income by enriching 
and promoting our membership offer and you will be instrumental in making 
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this happen.  This role has been created specifically following an extensive 
review of the organisation and is the result of significant financial investment 
to ensure the financial sustainability of the organisation; there will therefore 
be measurement against agreed targets and KPIs. 
 
If you have a passion for Cornwall and its heritage, are a strong team-player 
and looking for a new challenge this could be just the opportunity for you. 
 
This document will provide you with all of the information you will need to find 
out more about the role and how to apply. 
 

About Cornwall Heritage Trust  
 
Formed in 1985 Cornwall Heritage Trust (CHT) was created in response to fears 
that many of Cornwall’s heritage sites were being “lost” to private ownership 
and the lack of an organisation with the ability to raise the necessary funds to 
save these important sites and promote Cornwall’s unique heritage. 
 
Between 1985 and 1989 CHT acquired four historic sites around Cornwall, 
namely Sancreed Beacon, Castle an Dinas, Trevanion Culverhouse and Treffry 
Viaduct.  In 1996 English Heritage approached the Trust with a request to 
manage six of their free sites in Cornwall, with a seventh being added in 1997.  
In 2017 the Trust acquired the field in which Trethevy Quoit stands to protect 
the setting of the monument, this action led to the Quoit being removed from 
the Heritage At Risk Register.   
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Today, the Trust continues to embody the original aims set out over 35 years 
ago – to preserve and strengthen Cornwall’s heritage, with the more recent 
vision of “heritage for one and all”.   
 
Alongside the work that we carry out on the sites we run a very popular 
Heritage Grant Scheme which aims to help local groups and organisations to 
run projects with a Cornish heritage theme.  We also have a busy Education 
programme which has its own grants schemes for bursaries and schools 
transport and provides free resources for schools via our website.  Heritage 
Promotion also remains a key priority for CHT and focuses on engagement 
with the Cornish communities to raise awareness of heritage in Cornwall and 
the challenges faced. 
 

The Role 
 
Job title:   Membership Manager 
Salary:   £26K to £30Kpa depending on experience 
Working hours:  35 hours per week 
Type of contract: Fixed term for two years 
Place of work:  Krowji, Redruth 
 

Overview 
This role has been created following an extensive project aimed at ensuring 
the future financial sustainability of CHT.  It will focus on helping to formulate 
the Membership Strategy for the Trust and subsequently implementing the 
strategy, which will incorporate income targets and KPIs. 
 

Key Responsibilities 
The role will include: 

• Management of all elements of the membership function - to include 
new members, renewals, lapsed and potential members 

• Formulation and implementation of the membership strategy across 
the organisation, to be aimed at membership growth as well as 
retention and renewal 

• Management of the CRM database, analysis of its content and 
creation of reports and action plans 

• Management and development of all membership communications 
and processes - this may include outsourcing of elements of the 
administrative process 



 5 

• Development and enrichment of the membership offering to appeal to 
new and existing members as well as those who have lapsed their 
membership 

• Working closely with all areas of the organisation to understand and 
continually develop member data, trends, financial targets, marketing, 
and future campaigns 

• Oversight and development of the renewals process 
• Management of the membership budget 
• Delivery of the targets and KPIs relating to membership 
• Working with the wider team to arrange member-only events and 

activities 
• Liaison with Marketing colleagues to ensure messaging is accurate, 

appropriate and timely 
• Building relationships with external partners to promote and increase 

the reach of membership marketing activity 
• Attendance at trustee meetings to deliver reports  
• Working as part of the small but effective team to deliver the 

organisation’s business plan 
(Please note: this does not represent a comprehensive list of the 
responsibilities which may vary according to the needs of the Trust) 
 
General Responsibilities 
We are a small and busy team and it is important that everyone is prepared 
to be hands-on.  This may involve: 

• Answering the telephone, dealing with visitors to the office and 
undertaking general administrative tasks where required 

• Some evening and weekend working to help at events or activities; 
plenty of notice is given 

• Providing support to colleagues during busy times 
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Skills and Attributes 
Our ideal candidate will be a self-motivated team-player who has a positive 
attitude and is able to work flexibly to support the wider team.  This is a new 
role and represents the perfect opportunity for it to be shaped and built by 
the successful candidate.  Training will be given however the following table 
contains the skills, experience and attributes that we are looking for. 
 

Attributes Requirements Method of 
Assessment Essential Desirable 

Education and 
Qualifications  
 

GCSE English and 
Maths at grade 
C or 5, plus 3 A-
Levels (or 
equivalent) 

Degree or Post 
Graduate 
qualification in a 
business or 
numeracy-based 
subject 

Application form 

Knowledge & 
experience 

Experience of 
managing CRM 
databases and 
using the data to 
produce reports 

Familiarity with 
eTapestry 

Interview & 
Application form 

 Significant data 
analysis and 
reporting 
experience  

Creation of 
action plans and 
proposals for 
changes and 
adjustments to 
current practice  

Interview & 
Application form 

 Proven track 
record of 
working with 
(and achieving) 
targets and KPIs 

 Interview & 
Application form 

 Knowledge of 
GDPR and data 
protection  

 Interview & 
Application form 

  Background of 
working within 
the charity sector 

Interview & 
Application form 

  Knowledge of 
the heritage 
sector in 
Cornwall 

Interview & 
Application form 

 Knowledge of 
the Gift Aid 
scheme and its 
requirements 

Interview & 
Application form 
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Experience of 
managing staff  

Experience of 
managing 
volunteers and 
external 
agencies 

Interview & 
Application form 

Skills & abilities Excellent 
interpersonal skills 

Networking skills 
and the ability to 
build 
relationships with 
key stakeholders 

Interview 

Excellent verbal 
and written 
communication 
skills 

Experience of 
reporting to key 
stakeholders and 
colleagues 

Interview & 
Application form 

Able to organise 
and prioritise 
own workload, 
identifying 
potential 
conflicts 

 Interview & 
Application form 

Strong IT skills, 
including all MS 
Office 
programmes 

Digital marketing 
skills and 
knowledge of 
Apple Mac 
systems 

Interview & 
Application form 

Strong analytical 
skills and the 
ability to 
disseminate the 
results across the 
organisation 

  

Personal 
Qualities 

Excellent team-
working skills 

Experience of 
working within a 
small team 

Interview & 
Application form 

Well-motivated, 
self-starter, able 
to work 
independently 

 Interview & 
Application form 

Pride in working 
to high 
standards, 
attention to 
detail and 
meeting 
deadlines 

 Interview & 
Application form 
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Other  Full UK driving 
licence and 
access to a car 

Application form 

 
Key Accountabilities 

• Reporting to the CEO 
• Working, as necessary, with the other members of staff and volunteers 

 

Recruitment Process 
 

How to Apply 
An application form can be downloaded from our website and should be 
completed in conjunction with the role specifications detailed in this 
document.  This should be emailed to Cathy Woolcock on 
info@cornwallheritagetrust.org by midday on Thursday 18th November 2021. 
The email should be titled “Application for Membership Manager vacancy” 
and may be accompanied by a CV and covering letter.  Applications made 
without our application form will be disregarded. 
 

Process 
Shortlisting will take place shortly after the deadline date and shortlisted 
candidates will be invited to an interview, which is expected to take place 
on Monday 29th November 2021.  All applications will be acknowledged and 
the outcome advised in due course. 
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Contacts 
 
If you would like to find out more about the vacancy, please feel free to get 
in touch for an informal chat by emailing Cathy Woolcock in the first 
instance. 
 
Email 
CHT office  info@cornwallheritagetrust.org 
 
Cathy Woolcock  cathy@cornwallheritagetrust.org 
 
Websites 
www.cornwallheritagetrust.org 
 
www.cornwallforever.co.uk 
 
Social Media 
 

 
Cornwall Heritage Trust 

 
cornwallheritagetrust 

 
@heritage_trust 

 
@TheCornwallHeritageTrust 

 

 


