
 

OXFORD PRESERVATION TRUST 

 
JOB DESCRIPTION – Development/Membership Officer 

 

 Membership 

 You will work within a small membership and fundraising team 
where membership is a core constituent of the OPT income 

stream. 

 You will be the face of the membership, ensuring that 

members feel valued, setting up a programme of events, 
attending and running them. 

 You will work to deliver the membership strategy, to include 
membership recruitment at Oxford Open Doors, aiming to 

recruit and retain ordinary memberships and increase overall 
membership numbers.  

 You will assist with the Corporate Membership, retaining and 
recruiting new members, with particular reference to the OPT 

Awards, and help to manage a programme of events. 

 You will assist with looking after Corporate Members who 
provide additional sponsorship. 

 You will assist in looking after our Betjeman Circle members 
(patrons – higher level giving group), including retention and 

recruitment, and will help manage a bespoke programme of 
events. 

 You will play a lead role, alongside other team members, in 
building links with local areas across the City, particularly 

where OPT is actively engaged through land ownership and 
projects, helping to raise awareness, increase membership 

and raise funds. 

 You will work with other team members in recruiting and 

maintaining volunteers to assist with our work. 

Events Organising  

 You will be responsible for the administration of membership 

events up to, during and after each event, to include 
invitations to attend, liaising with speakers/tour guides, 

booking venues, providing IT and necessary papers etc.    

Other Events 

 You will work with other team members to deliver other 

events including, but not exclusive to, fundraising, legacy, the 
Annual General Meeting, OPT Awards, Oxford Open Doors and 

other social events. 

Marketing & Publications 

 You will work with the team in promoting the Trust to include 



media, social media and other opportunities, as well as 
keeping the website up to date. 

 You will assist in producing members newsletters, e-
newsletters and other printing and publicity material as 

required.  

 You will work with other team members to ensure that 

activities are a success and all opportunities for membership 
recruitment and profile-raising are taken.  

Fundraising  

 You will be joining a culture of giving and as part of the team 
will take a proactive approach in looking for opportunities to 

increase funds to OPT through membership recruitment and 
financial giving.  

 You will assist with the fundraising for Oxford Open Doors 
including membership recruitment opportunities, and the 

recruitment of volunteers. 

Other 

 You will be in the office which doubles as a reception and will 

be the first port of call to meet and greet visitors, dealing with 
membership enquiries, and ensuring that any guests receive a 

friendly and professional welcome. 

 This is a small team and you will be expected to help out in 
any and all areas of OPTs work when required and to play 

your part in general office duties 

 


