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JOB DESCRIPTION – MEMBERSHIP INTERN 
 
Job title:   Membership intern 

Responsible to:  Membership Manager 

Location of work:  Flexible / Home-working / Some travel to London  

Salary:   £19,000 (plus benefits) 

Duration:   12-month fixed term contract 

Start date:   As soon as possible  

 
Job purpose:  
We’re looking for someone to work  with our membership manager to develop and run member engagement activities and manage membership 
data and reporting. It’s a really important role that that will help even more companies share how they digitally upskill their people and pass this 
on to other members. 
 
About FutureDotNow:  
FutureDotNow is a coalition of major organisations focused on accelerating the UK’s workplace essential digital skills at scale.  We’re coordinating 
industry action to get working-age adults to the digital starting line equipped with, at least, the essential digital skills (EDS) for work.  Today 17 
million people are without EDS and only 23% have had any digital skills training from their employer (Lloyds Consumer Digital Index 2021).  
FutureDotNow is helping business understand the issue, build collective action and drive change.  
 
The coalition includes some great names, including Accenture, Asda, BT, Good Things Foundation, Lloyds Banking Group, Nationwide Building 
Society, Nominet, PwC and many more.  As of March 2021, there are over 130 members in the coalition, which are typically large employers and 
digital skills providers across the UK. The membership team engages and motivates members to understand the digital skills issue and help them 
to take action to address it by providing access to insights, tools and resources and creating opportunities for members to collaborate and learn 
from others. 
 
We know that people learn digital skills best when they find motivations to do so, so we want someone who will help us motivate our members 
to work even harder with us to identify where digital skills are missing and then help build them! 
 
Key responsibilities 

Member engagement 

• Support membership manager with member engagement calls 

• Support the development of slides and materials for member engagement meetings 

• Help manage group member meetings, take notes and support follow up work 

• Keep our CRM system (that’s our online portal where we track our engagement with members) up to date 

• Provide opportunities to share ideas and be creative about new ways to engage and inspire members 

• Support day-to-day comms, social media and event delivery 

• Assisting on ad-hoc projects as required 
 

Membership data and reporting 

• Provide admin support to the membership manager, including managing member data, following up pledge-form paperwork, and new 
expressions of interest 

• Support membership manager to prepare quarterly reports, with snapshots of member data 
 

Skills and experience desired: 

• Excellent verbal, written and inter-personal skills  

• Able to write briefs, social-media copy and other engaging material as requested (or suggested by the postholder!) 

• Confident talking with and presenting to external stakeholders, via phone / video calls 

• Experience of Teams, Word, Powerpoint and Excel 

• Experience of CRM systems is desired, but a willingness to learn is essential 

• Ability to work on your own initiative, meet deadlines and organise workload  

• Be a team player 

• Positive attitude and willingness to learn 
 

Interested?  

We’d love to hear from you, please send us your CV and a short cover letter (no more than 200 words!) on why you would be great for the role 

to hello@futuredotnow.uk by 5 April 2021. Interviews will take place on 8/9 April 2021. 

We are committed to promoting equal opportunities in employment. We encourage and welcome applications from people of all backgrounds. 
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