
 

 

Membership Services Coordinator 

Post Title Membership Services Coordinator  

Post Status Fixed term contract 

Department/Function Public Affairs RCPI 

Reference Number RCPI-09-19 

 

Post Summary  
The Royal College of Physicians of Ireland has an active membership and is a leading provider of 

educational courses and events and medical training in Ireland and internationally. It also proactively 

develops and supports campaigns to promote public health to the wider public.  

We are looking for an enthusiastic Membership Services Coordinator who will manage our database 

and support a range of activities to drive membership engagement and subscriptions revenue.  

The successful applicant will work within the Public Affairs and Advocacy Team to support our new 

and existing members. The Membership Services Coordinator will be a central point of contact for 

members regarding benefits and services, subscriptions, conferring ceremonies and will assist in the 

organisation of networking social events and conferences. This is an opportunity to develop strong 

relationships with our members and become their trusted contact for queries and information.  

 

What you would be responsible for  
Duties will involve, but are not limited to: 

 Managing our member database to include updating member details. 

 Managing the annual subscription campaign. 

 Creating and running reports from the member database as required. 

 Managing new member requirements and information. 

 Providing a personable and professional customer service to members and prospective 

members. 

 Responding to queries and requests for assistance around membership issues. 

 Assisting in the organisation of prestigious events, including making travel arrangements for 

speakers and dealing with invoices.   

 Tracking member communication emails. 

 Supporting the Public Affairs and Advocacy activities as required.  



 

Who we are looking for 

The candidate should have: 

 Prior experience of working in a membership organisation or providing customer service or 

customer loyalty programmes is desirable.  

 Experience with database and records management with 2-3 years’ experience.   

 Ability to work well on your own and troubleshoot and resolve issues independently. 

 Strong team player working with other team members with a positive, “can-do” attitude and 

is flexible. 

 Results-oriented with a high level of attention to detail.  

 Proficient with Microsoft Office software and database management software. 

 Strong verbal and written communication and interpersonal skills combined with sound 

judgment is required.  

Application Requirements  

Candidates should submit a cover letter and CV and specifically address how their experience fits 

with the requirements of the role. Please answer the following two questions; 

1. What are your current salary expectations?  

2. What is your current notice period? 

You should submit your application, taking notice of the application requirements set out above, to 

jobs@rcpi.ie  
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