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Post: Engagement and Membership Development Lead
June 2026

[bookmark: _Hlk156308191]What will you do? 
· You will lead on all aspects of SMN membership, including the annual members’ event and a small programme of online events
· You will support the work of our small staff team by undertaking a range of administrative tasks relating to SMN’s activities, including invoicing
· You will report directly to the Chief Executive
What’s in it for you?
Flexible remote working with some in person meetings – the work-life balance of our staff is important to us.
· 6% employer contribution to an eligible auto enrolment pension scheme
· 23 days flexible annual leave entitlement 
· 11 floating public holidays
· Part time  post (28hrs per week)
· Gross salary of up to £26,435 p.a.
Key Responsibilities
· To grow SMN’s membership, ensure excellent communication between SMN and its members and encourage engagement between members
· To promote SMN’s services and membership benefits through all available channels
· To ensure SMN’s back-office functions operate as efficiently as possible
About you 
[bookmark: _Toc156314843][bookmark: _Toc156314970]Our ideal candidate: We do not expect you to possess every skill and/or quality listed. If you believe you will excel in this role, we encourage you to apply. A full job description and person specification is included in this pack. 
Work Experience
· SCQF level 8 in an appropriate subject area or equivalent work experience
· Experience working as part of a team 
· Experience communicating and managing a range of stakeholders
· Experience of working towards and achieving targets
About the Scottish Mentoring Network 
Scottish Mentoring Network (SMN) is a national intermediary organisation which was established in 2005 to promote and support the development of mentoring in Scotland. It is a membership organisation – the members are mentoring projects across Scotland. SMN currently has around 160 member organisations.  
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Our Mission is to increase the quality, reach and profile of mentoring across Scotland.  
Our Vision is effective, high-quality mentoring recognised, valued and available to all.  





Our values are: 
We inspire:  We are passionate and ambitious about mentoring. We encourage and support our members to continuously improve their mentoring practice and motivate others to start mentoring.  
We collaborate: We work together with our members, potential members, stakeholders, and partners to achieve our shared goals. 
We empower:  We encourage our people and those we work with to use a creative, solution focused approach to emerging issues. We enable this by sharing information and creating a learning environment that celebrates and learns from both successes and challenges. 
SMN is an intermediary organisation. It does not deliver mentoring directly, but its activities focus on supporting the development of new mentoring projects, helping them grow, and assisting existing projects to increase the quality and effectiveness of mentoring. We also work to raise the profile of mentoring with funders, policymakers and other stakeholders.  
Supporting growth within new and existing mentoring projects 
· One-to-one advice to members to set up new projects  
· Support members to grow, develop and replicate existing good practices to increase the scale of mentoring in Scotland 
 
Improving the quality of mentoring in Scotland 
· Provision of one-to-one advice for new and existing mentoring projects 
· Operation of a knowledge bank and resources for members, including a website, case studies and other resources 
· Delivery of the SMN Project Quality standard  
· Providing accredited training for Coordinators and mentors 
· Provision of training courses, workshops and an annual conference 
· Supporting mentoring projects to measure impact through the use of SMN's evaluation framework 
· Supporting projects to share good practices and learn from each other through network meetings, the annual recognition conference and awards event 
 
Raising profile/awareness of the value of mentoring 
 
· Raising the awareness and profile of mentoring in Scotland with funders, stakeholders and policymakers through networking, general promotion and lobbying (such as MSPs) 
· Working with policymakers, stakeholders and partners to integrate mentoring into other support programmes 
· Contributing to the development and implementation of new mentoring programmes  
 
	 


Job Description 

	  Post title   
  Engagement & Membership Development Lead

	The primary purpose of the job  
· To lead on all aspects of SMN membership, including the annual members’ event and a small programme of online events
· To grow membership in line with 2030 strategy
· To support the staff team by undertaking a range of administrative tasks relating to SMN’s activities, including invoicing

	1. Membership
· Maintain SMN’s member relationship database and support SMN staff to maintain their relevant areas of the database
· Ensure all invoices for membership are sent on time and chase up those not paid. 
· Process new membership applications and prepare quarterly membership update report for Board 
· Field general enquiries, passing to relevant member of staff where appropriate
· Lead on the development, organisation, and promotion of SMN’s annual National Event, seeking input from other staff as appropriate
· Lead on the development, promotion, and delivery of a small programme of online events for members, seeking input from members and other SMN staff as appropriate
· Ensure timely distribution of all documentation in advance of events and liaise with members on any follow-up and queries
· Monitor SMN’s digital metrics and provide regular analysis and recommendations to CEO
· Conduct and analyse membership renewal surveys and collate other data as allocated to role in SMN’s Monitoring and Evaluation Framework
· Prepare and publish SMN’s newsletter on a monthly basis 
· Ensure all records are accurate, up to date and that all contact details are held in compliance with our Data Protection policy, e.g. membership and e-newsletter distribution list. 

2. Administration
· Input and maintain all income and expenditure information on the Xero accounting system
· Prepare payments (online) and ensure authorisation per SMN’s financial procedures 
· Liaise with the CEO to ensure that all necessary information is available for review by our external examiner at the end of the financial year

3. Other
Carry out any other duties as required by Scottish Mentoring Network.  Tasks and responsibilities in SMN can be unpredictable and divers. All staff are expected to work flexibly and to undertake tasks from time to time that may not be covered specifically in their job description. 

	Key objectives  
1. To grow SMN’s membership, ensure excellent communication between SMN and its members and encourage engagement between members
2. To promote SMN’s services and membership benefits through all available channels
3. To ensure SMN’s back-office functions operate as efficiently as possible



	Reporting to: Chief Executive Officer


 
 	 

Person Specification  

	Post Title: Engagement & Membership Development Lead

	 Knowledge & Qualifications 
	Essential /Desirable
	Assessed by

	SCQF level 8 in an appropriate subject area or equivalent work experience
	E
	A

	Knowledge of the Scottish third sector 
	D
	I

	Understanding of membership organisations
	D
	I


 
	 Experience 
	Essential /Desirable 
	Assessed by 

	Experience working as part of a team 
	E 
	A I

	Experience communicating and managing a range of stakeholders
	E
	A I

	Experience in inputting financial information 
	D
	A

	Experience in using Xero accounting software 
	D
	A

	Experience in following financial procedures 
	D
	A

	Experience of working towards and achieving targets 
	E
	A I

	Experience of event management 
	D
	A I

	Experience in digital marketing
	D
	A I

	Experience of remote working
	D
	A I


 
	 Skills & Competencies 
	Essential /Desirable 
	Assessed by 

	Computer skills (including standard Microsoft packages) 
	E 
	A  

	Digital  skills, including creating website/social media content and managing social media channels 
	E 
	A I 

	Excellent communication skills (both written and oral)  for a variety of audiences and platforms
	E 
	A I 

	Organisational skills, ability to work to deadlines and manage competing demands
	E 
	A I 

	Ability to work collaboratively, share information appropriately and build supportive, trusting, and professional relationships with colleagues and a wide range of external people
	E 
	A I 

	Ability to communicate organisation’s purpose, strategic direction and impact with clarity, integrity, and enthusiasm
	E 
	A I 

	Ability to learn from what has worked well and what has not and open to change and continuous improvement
	E 
	A I 

	Ability to develop understanding of how own role fits with and supports SMN’s strategic objectives 
	E 
	A I 

	Ability to use sound judgement, evidence, and knowledge to arrive at accurate, expert, and professional decisions and advice
	D 
	A I

	Ability to take accountability for delivering own operational objectives and for recommending ways to continuously improve own area of service 
	E 
	A I

	Digital marketing skills
	D 
	A 

	Project management skills
	E
	A I

	Commitment to continuing professional development
	E
	A


 
 
	 
Physical, Mental & Emotional Demands 
	Essential /Desirable 
	Assessed by 

	Resilience and adaptability
	E 
	A I 

	Ability to  self-motivate while working remotely
	E 
	A I 


 
	 
Others 
	Essential /Desirable 
	Assessed by 

	Willingness to travel occasionally 
	E 
	A I 

	Willingness to work remotely alongside scheduled in-person team meetings
	E 
	A I 


 
Key to assessment methods: (A) Application  (I) Interview (PT) Pre Task 
 


How to apply

Please apply using the application form in this link.  We will not accept applications by letter or CV. Please do not send additional CVs or covering letters with the application form. 

Please ensure that you fully complete the section in the application form called SKILLS AND EXPERIENCE RELEVANT TO THE POST as this is the key section, we will use to assess the applications.

You can send your application by email to Clair@scottishmentoringnetwork.co.uk  
Applications should be received by 23rd July 2026.

Interviews will take place on  week commencing 3rd of August

Applications received after 5 pm on the 23rd of July 2026 will not be accepted. 
All applications will be anonymised (name, sex, and age redacted) and then scrutinised and scored by the interview panel.  
The applications, email details, and scoring sheets of all applicants will be held by the Scottish Mentoring Network for no longer than 1 month after the successful candidate has been appointed.  For those not selected for an interview, details will be deleted immediately after the interview process is complete.  
In line with the Scottish Mentoring Networks' approach to equity, diversity, inclusion and belonging (EDIB), we ask all applicants to complete an anonymous survey via the link below : https://airtable.com/appVBHNNldJsDcAi3/paghoGGyU602IqmdU/form
CEO Recruitment Jan 2026 Final  
 
CEO Recruitment Jan 2026 Final  
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