
 
 

Youth Business International seeks a capable Network Members Officer, with at least 

three years’ professional experience, to support the operations and administration of a 

globally-focused team in a vibrant international NGO. The role will offer a highly-

motivated, well-organised candidate the opportunity to interact with organisations 

around the world, and to develop knowledge in international development and youth 

entrepreneurship. 

 

Job Title Network Members Officer 

Location London, SW1 

Term Permanent 

Hours Full-time (37.5 hours / week) 

Salary £25,000 - £30,000 depending on experience 

 

About Youth Business International (YBI) 

 

Youth Business International (YBI) is a global network of independent non-profit initiatives 

(members) helping young people to start and grow their own business and create 

employment.  

 

YBI members currently operate in more than 40 countries worldwide, providing integrated 

start-up business support to under-served young people, combining access to finance, 

mentoring, training and other support services. They adapt this common approach to their 

local context, working in partnership with governments, businesses and multilateral and civil 

society organisations.  

 

The YBI Network is facilitated by a London-based network team that coordinates and leads 

global activity, with responsibility for driving network growth and quality.  

 

About YBI’s Network Members Team 

The strength of the YBI network depends on the quality, engagement and rich diversity of 

its membership. The Network Members works to ensure the continued growth, quality and 

impact of the network, as well as ensuring each member is able to both benefit from and 

contribute to the value of membership. The team’s work is broadly split across three 

functional areas: Network Expansion, led by the Director of Network Members, dedicated 

to driving the growth and quality of the YBI network through bringing in new members; 

Network Membership, led by the Head of Network Membership, focusing on improving the 

value of membership, monitoring the performance of the network, and enhancing the 

experience of members; and Accreditation, led by the Accreditation Manager, responsible 

for assuring the quality and strength of individual member organisations.  

 

 

 



Role Introduction 

This role underpins the work of the Network Membership and Accreditation functions. As 

Network Members Officer, you will split your time between Network Membership (c. 70%) 

and Accreditation (c. 30%). While the core responsibilities of the role are set out below, 

there is scope for this role to evolve with the expanding Network Members team and as YBI 

progresses with its strategy for strengthening and growing its network. The role not only 

demands high levels of quality and attention to detail, but also requires creative problem 

solving and the ability to identify areas for improvement. 

 

Principal Responsibilities & Duties 

1. Supporting the Network Membership (70%) 

 With the guidance of the Head of Network Membership, you will lead on the 

collection and processing of YBI’s network-wide quarterly key performance 

indicators (KPIs). This will involve establishing and communicating the timelines 

for collection and reporting to YBI members and staff, ensuring the submission 

forms are accurate and operational, directly assisting members and relationship 

managers in understanding the KPIs and completing their submissions, quality 

checking the KPI submissions, running first-level analysis and drafting reports 

based on the KPIs. You will also play a key role in innovating and improving the 

KPIs process, ensuring that it is easy and efficient, and that it is providing 

maximum value to members and the YBI Network Team. 

 With the Head of Network Membership, you will maintain an updated risk 

register about the YBI membership. You will ensure that information on risks is 

kept up to date on the Salesforce CRM system, that all stakeholders are regularly 

informed about the statuses of risks, and that mitigating actions are being taken. 

You will also have the opportunity to help develop and improve the membership 

risk management processes within YBI.  

 You will assist with a number of member engagement activities, including 

making regular posts/updates on the YBI Community (a social media platform 

for YBI members around the world), working with communications team to 

collect and disseminate good-news stories from our members, and helping to 

organise member events which may take place in the UK or overseas. You will 

also work with the Head of Network Membership to create and distribute YBI’s 

Annual Membership Survey, and assist with collating and reporting on the results. 

 You will assist in building up and maintaining a member knowledge base, 

working with members, relationship managers and other Network Team staff to 

ensure valuable knowledge and expertise is captured, stored and made 

accessible to those who need it. You will also contribute to design and 

implementation of YBI’s new knowledge management platform, where 

appropriate. 

 You will help to ensure that all YBI membership documentation is kept up to 

date, and that each member’s individual Salesforce record is current. This will 

also involve assisting with keeping the content of all membership documentation 

updated and consistent, and communicating with members to ensure their 

documents are current.  

 

 



2. Supporting YBI’s accreditation process (30%) 

 You will assist YBI’s pro bono accreditation assessors in their preparations for 

assessment visits to YBI members. This will include preparing consultant 

agreements, making logistical arrangements such as booking flights and hotels, 

assisting with immigration procedures, and processing expenses post-visit in a 

timely fashion. 

 You will also lead on ensuring the documentation for accreditation is stored 

correctly and made available to the relevant parties, including assessment 

reports, notification letters, meeting minutes and accreditation decisions. This 

will include ensuring folders stored on the local server are kept up to date and 

orderly, relevant information is extracted and updated on the Salesforce CRM 

system, and that the relevant documentation is accessible to assessors and YBI 

members. 

 You will also assist the Accreditation Manager in improving the administrative 

processes involved in accreditation, where possible seeking opportunities for 

automation and digitisation. This may also involve liaising with the Technology 

Team on finding new solutions which will improve the experience of members, 

assessors and YBI Network Team staff. 

 You will support the preparation, hosting and follow-up of Accreditation 

Committee meetings, which take place on one afternoon every quarter at YBI’s 

offices. Before the meetings you will assist in the logistical planning, preparation 

and distribution of key documents, and for setting up the venue. During the 

meeting you will be responsible for taking detailed and accurate minutes, which 

you will type up and circulate after the meeting.  

 You will support the Accreditation Manager in planning and delivering the 

annual accreditation event, including managing guest lists, arranging venues 

and catering, and supporting with other logistical arrangements. 

 

Person Specification 

EDUCATION & QUALIFICATIONS ESSENTIAL DESIRABLE 

A-Level / IB education or equivalent Y  

Bachelor’s degree or equivalent  Y 

SECTOR KNOWLEDGE   

Interest in international development / youth issues / 

entrepreneurship  

Y  

Experience of working in the charity sector, especially in 

international development / youth issues / entrepreneurship 

 Y 

PROVEN ABILITY   

Manipulating, analysing and interpreting both qualitative and 

quantitative data, and drafting reports drawing out themes 

and trends 

Y  

Producing accurate and clear minutes in long meetings in a 

timely fashion 

Y  

Making complex logistical arrangements including event 

planning and foreign travel 

Y  



Improving administrative processes, and identifying 

opportunities for innovation in ways of working 

Y  

Experience of working with relational databases or CRM 

systems  

Y  

Experience of working with the Salesforce CRM system  Y 

Experience of working in knowledge management or with 

knowledge managements systems 

 Y 

Writing copy for organisational communications, especially 

social media communications for international audiences 

 Y 

Strong customer service ethic, taking pride in ensuring 

partners and stakeholders receive prompt and high quality 

service 

Y  

SKILLS   

Excellent organisational skills, rigorous attention to detail, 

and high levels of numeracy 

Y  

Excellent English-language skills, the ability to proofread for 

accuracy and clarity, and to write clearly and 

comprehensibly 

Y  

Proficiency in languages other than English, especially 

French, Spanish or Arabic, would be an advantage 

 Y 

Ability to communicate well with people of all levels and 

with people for whom English is not their first language 

Y  

Excellent and proven analytical skills - both quantitative and 

qualitative data 

Y  

Results-oriented, with ability to work to multiple tight 

deadlines 

Y  

Proven ability to work effectively in a team environment, as 

well as being confident in working independently with 

initiative; 

Y  

Proficient user of MS Office suite, with advanced abilities in 

Excel 

Y  

 

Working Arrangements 

The Network Members Officer will report to the Head of Network Membership, working 

closely with the Accreditation Manager. This is a full time role based at YBI’s London offices. 

Flexible working may be considered, however any candidate must be able to be present at 

the quarterly Accreditation Committee meetings, which take place in the afternoon.  

 

Applications 

 

If you are interested in applying, please send your CV (maximum 2 x A4) and a covering 

letter to HR@youthbusiness.org. Your covering letter (maximum 2 x A4) should:   

 

- Explain why you want this job;   

- Explain how your background and experience make you a suitable candidate – please 

use examples of specific projects and achievements;   

mailto:HR@youthbusiness.org


- Show what relevant skills and knowledge you will bring, referring to the person 

specification;   

- Confirm you have an existing right to work in the UK (we are unable to accept 

applications otherwise).  

- Confirm where you saw this job advertised 

 

Please let us know if you require any assistance where a disability may prevent you from 

completing your application and/or participating in a selection test, or attending an 

interview in the event that you are short-listed.  

 

Closing date: Wednesday 1st March 2017 at 9am 

Interviews and test: Wednesday 8th March 2017 

 

For more information on YBI and our global network please see www.youthbusiness.org 


