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The Institute of General Practice Management
Administrator – 
Role Purpose & Person Specification

Role Purpose & Main Duties
To provide administrative support to the Institute of General Practice Management (IGPM) 
· To monitor the IGPM main email account, responding to queries with standard template responses or forwarding on queries for a response to the relevant staff (e.g. Director, Regional Representative team, Business Manager etc.)
· To administer the membership process:
· Processing new membership applications 
· Processing membership renewals 
· Sending invoices 
· Ensuring payment is received
· Sending confirmation of membership and arranging associated access to benefits 
· To administer the accreditation process:
· Send invoices and receive payment for accreditation application
· Sending application forms to members who have paid their fee
· Arranging accreditation panels 
· Collating applications and distributing them to accreditation panels
· Collating outcomes from accreditation panels 
· Communicating the outcome of each application to the individual member 
· Sending certificates and any associated other benefits to accredited members 
· Coordinating reimbursement for panel assessors in line with agreed financial arrangements 
· Maintain membership records within the CRM
· Support the regional representative team with membership records, liaison, and tracking targets.
· To arrange meetings of the IGPM Executive Board, or with external or other sub-groups as requested by the Directors. 
· When required to attend meetings and take minutes for circulation 
· Basic accounting through Quickbooks such as adding expenses
· To maintain a diary of IGPM events which can be accessed by the Executive Board, Business Manager and Regional Representative team
Person Specification
· IT literate with experience in all Microsoft products 
· Experience with using a CRM system is beneficial but not essential
· Excellent communication skills, written and verbal 
· Ability to manage own workload, prioritise and organise appropriately 
· Ability to work within a team
· High standards of accuracy and attention to detail 
· Excellent customer service skills 
· Ability to use own initiative and seek advice when required 
· Flexibility in working hours when necessary 

Hours
20 hours
Salary
£12.71 per hour (NLW)
Location
Based in either Southampton or Herefordshire
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