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AOI Membership Advisor  
£27,000  - £30,000 depending on experience 
 
About the AOI 
The Association of Illustrators (AOI) is a small not for profit membership organisation with a 
small energetic staff team.  We are the global leaders in our field, supporting our 2800 
members in all areas of professional life, responding to a busy helpline with licensing, 
contract and business enquires.  
 
We produce member events, present the World Illustration Awards, publish Varoom and 
undertake campaigning for a thriving industry.  The AOI is both growing fast and financially 
strong. It is a confident organisation with an exciting future, with a welcoming, friendly team 
and supportive management. 
 
The Membership team is the beating heart of the AOI. We are looking for someone who can 
support our members in all their business enquiries to join our team of go-getters 
supporting illustrators to thrive.    
 
About the job 
The central aims of the role are to ensure that all members receive the best possible support 
through their careers, and to ensure the AOI membership continues to grow. 
 
Working with the Membership Director you will provide 1-1 advice on licensing, contract 
and business enquiries via the membership hotline (email and phone).  You will ensure 
excellent customer service at all times. This will be your primary focus, comprising around 
80% of the role.   
 
Additionally, you will deliver talks and events for members, write articles and research 
resources all offering guidance and insights into business practise. You will have ownership 
of some standalone initiatives, such as running events or leading on distinct streams of work 
and will contribute to the ongoing enhancement of the AOIs services. 
 
Job Description 
 
Membership Service (est. 80% of the role) 
- Provide excellent, accurate business advice to members via the dedicated phone/email 

hotline focusing especially on licensing, contracts, ethics and general business support 
around freelance issues.  

- Maintain an excellent and up to date understanding of the needs and challenges facing 
illustrators in business practise, for example in contracts, finance, business planning and 
industry standards and proactively scope future issues. 

- Maintain records and produce reports and analysis of member usage of the helpdesk for 
compliance and business planning. 

- Working with the Membership Director, monitor monthly membership figures. 
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- Working with the Membership Services Administrator, ensure accurate records are kept 
at all times for membership. 

- Undertake proactive membership campaigns to increase awareness of our service and 
grow membership. 

- Contribute to the ongoing evaluation of the membership offer, to ensure a relevant, 
proactive and excellent service is provided. 

- Maintain a high level of understanding about the website in order to advise members on 
getting the best out of it. 

 
Membership Events and benefits (est. 10% of the role) 
- In conjunction with the Membership team, conceive and deliver talks and events which 

support existing and attract new members.  This will mainly be in the UK, but may 
include international travel (when we can do that again!). 

- Deliver business masterclasses in colleges and universities throughout the UK. 
- Working with the Membership team, secure a wide range of relevant member benefits. 

 
Communications (est. 7% of the role) 
- Research and draft resources to ensure members are informed and supported in all 

areas of industry and business practise. 
- Working with the Communications Officer, ensure a strategic and vibrant use of AOI 

social media including writing and posting content. 
- Working with the wider team, manage, update and maintain and promote the AOI Folios 

to a wide range of commissioners 
 
Other Duties (est. 3% of the role) 
- To keep up to date with current issues affecting the industry including rights, fees and 

professional standards. 
- Contribute to the overall development of the organisation with ideas and proposals of 

future initiatives as required. 
- Ensure the smooth running of the office and provide support for other staff members as 

required. 
- Be responsible for your own health and safety, and report any known hazards.  Adhere 

to strict data and cyber security, raising concerns as appropriate. 
- To act at all times in a way befitting a representative of the AOI and perform your role to 

a high standard, to time and with dedication and commitment.   
 
Personal Specification 
Essential 
1. 3 - 5 years’ experience working in a role which primarily offers business advice to 

creatives. 
2. A comprehensive understanding of pricing, ethical and contractual issues facing 

illustrators.   
3. Excellent ability to communicate complex information clearly with a wide range of 

illustrators, educators, agents and commissioners face to face, on the phone and in 
writing. 

4. Experience and enjoyment of public speaking. 
5. Demonstrable ability to proactively find and offer solutions. 
6. Excellent attention to detail. 
7. Strong office, IT and administration skills. 
8. Good team player who works well under pressure and is able to remain calm and 

constructive. 
9. An interest and commitment to progressing the industry. 
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10. Degree or equivalent level of education. 
 
Desirable 
- Experience of Wordpress, CRM 
- Experience working as an illustration agent 
 
Employment Terms 
 
Salary: £27,000  - £30,000 depending on experience 
Contract: Full time (40 hrs), permanent contract of employment. The role will include 
evening and weekend work as well as some travel. 
Location: The role is based in Somerset House, London. The AOI are largely working from 
home while Government restrictions are in place. 

 
The AOI believes in diversity and equality. We especially welcome applicants who are under-
represented within the illustration industry and want to build a team with a diverse range of 
perspectives, backgrounds and skills. We know that in diversity is strength and we look 
forward to hearing from all interested applicants. 
 
How to Apply 
Please send a cv a cover letter (no more than 2 sides of A4) addressing why you are 
interested in this role, and how your experience demonstrates you meet each point of the 
person specification.  Please address each point explicitly. 
 
You should include the names and contact details of two referees, including your most 
recent or present employer.  We will not contact your references without informing you. 
 
Applications should be emailed to jobs@theaoi.com 
 
Deadline for applications: Sunday 17 January 2021 
 
 

 
 


