
 

The Royal New Zealand College of General Practitioners: Membership Officer 

 

Membership Officer 
Job Description 

Position title: Membership Officer 

Responsible to: Manager CPD 

Location: Wellington 

Start date: April 2021 

Employment status: Permanent 

 

About the College     
The Royal New Zealand College of General Practitioners (the College) is the professional body and postgraduate 
educational provider for vocationally qualified specialist General Practitioners (GPs) and Rural Hospital Medicine 
Practitioners.  

Our key aim is to improve health outcomes and reduce health inequities for all people in Aotearoa New Zealand. 
We do this by setting and maintaining education and quality standards, and supporting our members to provide 
competent, equitable care to their patients. 

Our work is underpinned by kaitiakitanga (service and stewardship), whanaungatanga (collaboration and respect), 
mana tangata (diversity and inclusion), and auaha (innovation and creativity). 

Our 65+ operational staff support approximately 5,500 specialist GPs working in 1,000 general practices around 
the country. 

Our people are committed to creating a contemporary and sustainable organisation, improving health equity, 
leading the way in education excellence, and ensuring the sustainability of quality general practice. 

To learn more about who we are and what we do, please visit our website. 

Our Benefits     
 

 
 

About the role 

The Membership Officer is responsible for managing new applications and all changes and notifications regarding 
membership for all categories of members as outlined in the College Rules, including any recommendations to the 
Senior Management Team and/or the Board. This role will work closely with relevant teams across the College to 
ensure that membership matters are dealt with in a professional and timely manner including any changes to 
subscriptions. This role will also have ownership for key member-related processes including the annual College 
Awards and administrative support for Board elections.  

A key element of this role will be operational ownership of the membership data. This includes responsibility for 
identifying and driving forward initiatives to improve the capture and retention of membership data to inform 
College planning and decision-making.  

https://rnzcgp.org.nz/RNZCGP/About_us/RNZCGP/About_us/About_us.aspx?hkey=65aaace1-0543-4a80-b4c2-845a143be2ab
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Key Responsibilities     

• Assessing all membership-related requests against the College Rules and applying the appropriate 
clauses to identify the best course of action and/or recommendation for escalation. 

• Processing and recording of new membership requests, including GPEP (General Practice Education 
Programme) participants and returning members. 

• Processing and recording all requests for changes to membership including retirements, deceased 
members, resignations, and requests to put CPD or training on hold. 

• Supporting the Learning Team with the processing of GPEP participants that achieve Fellowship and the 
associated changes to membership. 

• Liaison with all relevant teams e.g., Finance and Learning, to ensure all related processes are processed 
e.g., subscription changes. 

• Act as the first point of contact for all membership enquiries through the various channels and ensure a 
timely response and adequate coverage during business hours. 

• Allocation/ reallocation of members into the appropriate Faculty and peer groups. 

• Updating membership records with notifications from third parties as appropriate e.g., NZMC, Police 

• Contributing to the development of formal statements on the value proposition of College membership 
for use across College activities 

• Establish and maintain a formal, engaging alumni programme for Fellows of the college that have 
retired/ resigned and drive participation in this programme. 

• Operational ownership of the membership management processes (and the related data in iMIS) and 
ensuring that these are documented and reflect best practice. 

• Operational ownership of the College Awards annual process including working with the Secretariat and 
Communications on timeline, communications to members, management of nominations, maintaining 
and smooth running of the Awards committee. 

• Identifying membership management system requirements/ enhancements in iMIS and working with the 
IT team to agree and operationalise iMIS changes as required. 

• Establish and maintain the key metrics reporting for membership in alignment with the College’s 
strategic goals and Management/ Board requirements. 

• Management of the College’s gowns including storage and retrieval processes and recommendations on 
retirement, repairs, and replacements of gowns. 

• Administrative support for College Board elections, as required, including liaising with the third-party 
vendor for set up of the voting software and working with the Membership Services Secretariat on 
delivering key activities. 

• Prepare papers and reports to the Board on membership matters as appropriate. 

• Deliver Secretariat services on an as needed basis to support the various Committees of the College 

• Contribute to regular reviews of the College Rules and provide recommendations on amendments that 
support clarity in an operational context and align with the charitable purpose of the College. 

• Undertake other tasks that contribute to the CPD Team, Membership Services Group, and the College as 
required. 
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Position Requirements   

Candidates should have the following essential skills and experiences: 

> A suitable tertiary qualification  

> 3-5 years’ experience working in a similar role in a professional body or other member-based 
organisation. 

> Experience in developing the value proposition for membership. 

> Experience with establishing and/or running an alumni programme. 

> Experience working in a Secretariat role and supporting formal Committee processes. 

> Ability to solve issues collaboratively, and to proactively recommend process improvements. 

> Demonstrated success in delivering and implementing process and system improvements. 

> Experience working in a team-oriented, collaborative environment. 

> Excellent time management, planning and organisational skills. 

> Excellent verbal and written communication skills. 

> Exceptional level skill with the Microsoft Office Suite 

> Experience in using iMIS or similar CRM system would be an advantage. 

 

Candidates should demonstrate the following essential attributes:  

> Ability to adapt to changing business priorities and prioritise and execute tasks in a team. 

> Understands the College’s obligation and Government’s policy on the Treaty of Waitangi and applied 
knowledge in decision-making. 

> Highly self-motivated, and ability to work independently with strong problem-solving skills. 

> Ability to be flexible, embrace change and be open to new ways of doing things. 

> Exceptional attention to detail. 

> Understands the Colleges obligations to and government’s policy on the Treaty of Waitangi and applies 
that knowledge in decision-making. 

> Understand the role of the College in contributing to equity and improving health outcomes and 
demonstrates this in terms of service delivery. 
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Key Relationships  

Internal 

> Manager CPD 

> CPD team 

> Chief Executive 

> Head of Membership Services 

> Senior Management Team 

> College Board 

> Functional teams of the College 

External  

> College Fellows and members 

> Prospective or returning members. 

> Medical Council 

> Other health sector professional 
organisations 

> Ministry of Health 

> NZ Police 

> Other key stakeholders 

 

Health & Safety 

As an employee you will: 

• Take reasonable care of your own health and safety. 

• Take reasonable care that what you do, or do not do, does not adversely affect the health and safety of 
others. 

• Cooperate with any reasonable policies or procedures the College has in place on how to work in a safe 
and healthy way. 

• Comply with any reasonable instruction given by the College so that you can comply with the Health and 
Safety at Work Act and its regulations. 

 

Financial Delegation 

As an employee you will: 

• Maintain understanding of the College’s current financial delegation policy. 

• Apply the policy appropriately in all situations. 

 


