
The Society of Authors  
The UK's largest trade union for all types of 
writers, illustrators and literary translators 

 

 

September 2022 

Role: Membership/Office Assistant 
Contract: Temporary – 3-month contract 
Basic hours per week: Full time (35 Hours) 
Location: Office-based, with potential for hybrid working arrangements 
Remuneration: £22,000 per annum 
Reports to: Head of Member Services 
Start date: By November 2022 
 
The Society of Authors is the UK's largest trade union for all types of writers, illustrators and literary 
translators. We’ve been advising authors and speaking out for the profession since 1884.  We’re looking for 
a temporary Membership/Office Assistant to join our busy team. Our offices are based in Bloomsbury, 
London but the role offers the potential for hybrid working after initial training. 
 

The role 
Membership 
As part of our member services team, you would assist with the smooth-running of activities in our busy 
London office. We’re looking for a tech-confident person to help with routine membership processes and 
database functions. You will be responsible for fielding incoming calls and emails to the info@ email 
address. You will also assist with the testing and introduction of a new CRM database, as well as updating 
the membership section of the website.  
 
Office Support 
After training, you would be required to provide Reception cover for the building 1-2 days per week, and to 
provide holiday and sickness cover for our Office and Facilities Manager.  
 

What we offer 
As a progressive and ethical not-for-profit organisation, we offer a range of benefits to support your 
physical, mental and financial wellbeing. We're a London Living Wage and a Disability Confident - 
Committed employer. Benefits include: 
 

• Flexible, family-friendly working practices  
• Generous annual leave   
• Generous employer contributions to a stakeholder pension plan  
• Employee Assistance Programme  
• Employee perks scheme 
• Private healthcare options  
• Interest-free annual travel card loan  
• Cycle-to-work scheme  
• Death-in-service benefit  
• Ongoing development opportunities  
• Office closure over Christmas  

 

http://www.societyofauthors.org/
https://www.livingwage.org.uk/


 

September 2022 

Key responsibilities 
• Fielding incoming telephone enquiries 

• Fielding and responding to incoming emails 

• Advising prospective members on how to join 

• Forwarding queries and contracts to the advisory team 

• Taking subscription payments over the phone 

• Setting up Direct Debits 

• Issuing Public Liability Insurance documents 

• Issuing replacement membership cards 

• Inputting and processing applications 

• Sending correspondences to applicants regarding membership 

• Assisting the team with the testing of the new database 

• Providing Reception cover for the Office and Facilities Manager. 
 

Essential skills and experience 
• Good call-handling and communication skills 

• High accuracy and attention to detail 

• Ability to prioritise work effectively and to complete tasks to strict deadlines 

• Ability to work both in a team and independently 

• A friendly and approachable manner, with a can-do attitude and a common-sense approach 

 

Desirable skills and experience 
• Previous database experience 

• Familiarity with Office 365, particularly Teams, Outlook and SharePoint 

• Experience working in a membership organisation 
 

Apply 
To apply for this role please email Anna Ganley at AGanley@societyofauthors.org by Monday 3 October. 
When applying, please email your CV together with your letter of application. We are happy to accept your 
application in alternative formats if required. All applications will be acknowledged.  
 
Interviews will be conducted on Zoom in the first instance, from week commencing 3 October onwards. If 
you have any access needs, please let us know.  
 
Equity, diversity, and inclusion are at the core of our values - we endeavour to tackle structural 
discrimination and prejudice wherever we see it. Part of this commitment means we are looking to 
increase the diversity in our organisation at all levels. We strongly encourage applications from a broad 
range of social, cultural, educational and underrepresented backgrounds. We will consider part-time 
working covering core working hours. 
 

 

 

mailto:AGanley@societyofauthors.org?subject=Campaigns%20and%20Public%20Affairs%20Manager%20role
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Financial assistance 
The Book Trade Charity offers financial help to applicants (particularly those under the age of 30) looking 
for jobs in the book trade, including help with interview costs, affordable housing and accommodation. 
Find out more 
 

Privacy Policy 
By sending your CV in response to this advert, you are giving us consent to contact you to discuss your 
application as per our Privacy Policy. We endeavour to respond to all applications but if you do not hear 
from us within seven working days, please assume your application has been unsuccessful and your 
records will be deleted from our system. Read our Privacy Policy. 

http://booktradeentrysupport.org/
http://booktradeentrysupport.org/
https://www2.societyofauthors.org/legal-privacy/privacy-statement-recruitment-employment/

