Job Description
Job Title: Accreditation Officer

Reporting to: Head of Membership 
Day-to-day work coordination and induction support: Membership Services Manager

Job Purpose:
To support the growth, engagement and retention of APIL's membership by delivering an excellent member experience, administering APIL's accreditation schemes and development programmes, promoting membership and accreditation services, and identifying opportunities to improve processes and increase member value.  The postholder will act as a key point of contact for members, prospective accreditation applicants and members, ensuring a professional, efficient and customer-focused service.

Key Responsibilities:

· Administer APIL's individual and specialist accreditation schemes, including application processing, renewals, CPD log reviews, revalidations and monitoring requirements. 
· Coordinate accreditation monitoring processes, ensuring compliance with scheme requirements, and liaise with external assessors where appropriate. 
· Process corporate, in-house and external provider accreditation applications and renewals. 
· Coordinate the production and distribution of accreditation certificates. 
· Maintain accurate accreditation records, forms and reports, ensuring all documentation is up to date and compliant. 
· Respond to member and applicant queries relating to accreditation, revalidation, CPD requirements and accreditation processes, providing a professional and timely service. 
· Assist with the marketing and promotion of APIL's accreditation schemes. 
· Support the development and continuous improvement of accreditation policies and procedures.
· Promote APIL membership and accreditation, supporting member recruitment, retention and engagement through campaigns, communications and development initiatives. 


Person specification:

· Experience working within a membership organisation, professional body or charity
· Experience administering accreditation or quality assurance schemes
· Experience of coordinating projects or member engagement initiatives 
· Experience in membership services, customer service, account management or a similar customer-focused role
· Ability to analyse data and produce reports 
· Experience of working with CRM or membership databases
· Positive, proactive approach with excellent problem-solving skills
· Excellent written and verbal communication skills
· Strong customer service skills with a professional and friendly approach 
· Excellent organisational skills with the ability to manage multiple priorities 
· High level of accuracy and attention to detail
· Strong administrative skills
· Proficient in Microsoft Office, particularly Excel 
· Ability to work independently and as part of a team
· Experience of marketing or promoting membership services 
· Knowledge of the legal or professional services sector 

