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Job Description: Assistant Director, Membership
Location: Shanghai
Reports to: Director, Membership and Events

Package: Competitive salary range between RMB 18,000-RMB 21,000, based on matched
qualification and experiences

Employment Type: Full-Time

About the role

The China-Britain Business Council (CBBC) is the leading business network promoting trade and
investment between the United Kingdom and China. Headquartered in London with extensive
operations across China, CBBC acts as an independent voice for our members providing the
advocacy, analysis, and access they require to succeed in China. We were founded in 1954.

Reporting to our Director, Membership and Events, the Assistant Director, Membership, is
primarily responsible for the servicing of CBBC’s membership in China. The role forms a critical
part of CBBC’s membership team with a primary focus on ensuring a high standard of service
through direct member engagement, events, and other support tailored to our network.

In addition to membership servicing, the role supports the recruitment of new members requiring
close collaboration with CBBC’s teams located across China and the UK.

CBBC offers a unique and rewarding opportunity to work at an organization sitting at the heart of
British business activity with China, while gaining extensive exposure to a diverse network of
companies, government and other partner organisations.

Our ideal candidate will be a confident communicator with a passion for business. They will have
experience developing partner communities, an eye for detail, and a positive can-do approach to
their work.

Key Responsibilities
1. Membership Servicing (60%)
Retention & Account Management

e Serve as the primary point of contact for members, ensuring high-quality, consistent
account management and service delivery in China.



e Support the Director in servicing Strategic Partner Members (SPM) and Premium
Members to enhance service satisfaction and ensure renewals.

e Develop and implement systematic engagement mechanisms to maintain regular,
effective communication with members at both China CEO level and working level.

e Proactively collect member feedback, needs and expectations regarding events,
government relations (GR), policy support and other services, and translate insights into
actionable improvement initiatives.

e Collaborate closely with CBBC teams across China and the UK to align on retention
strategies and deliver integrated member support.

Member Event Programme Coordination

e Coordinate CBBC’'s member-focused events pipeline across Greater China (including
Hong Kong), working closely with CBBC’s sector and regional teams.

e Ensure events are tailored to member needs, professionally delivered, and centrally
aligned to strengthen member value.

e Manage end-to-end event coordination to maintain a robust, high-quality events
calendar that supports retention and engagement.

2. New Member Recruitment (25%)

e Drive recruitment of British companies into CBBC membership with a primary focus on,
Shanghai and East China.

e Collaborate with our local teams to drive membership growth in Beijing, South China
(including Hong Kong), and other key regions.

e Support local teams to develop and execute recruitment strategies and achieve assigned
recruitment KPls.

e Build and leverage a strong network to identify, engage and convert prospective member
companies.

3. Additional Support Responsibilities (15%)
e Manage a portfolio of partner stakeholders in East China.
e Support the administration of member renewals and onboarding.
e Support regular internal reporting on membership renewals, performance and trends.

e  Work with CBBC’s membership and events teams in the UK to deliver a seamless
experience to our members across both markets.

Requirements



Qualifications & Experience

e Bachelor’s degree or above; background in business development, membership
management, corporate affairs, or client relationship management is preferred.

e Proven experience in membership retention/development, corporate account
management or business development within chambers of commerce, professional
service firm or international business environments (or comparable experience) is
preferred.

e Experience managing multiple stakeholders and delivering results in a fast-paced, target-
driven setting.

Core Competencies & Skills

e Fluent in English — able to communicate professionally in English with internal and
external stakeholders. Proficiency in Mandarin preferred.

e Strong business communication and interpersonal skills — able to build trust and
credibility with members, partners and internal teams.

e Excellent multi-tasking and organisational skills — able to prioritise, manage competing
deadlines and deliver consistent results.

e Basic sales and business development skills — able to identify opportunities, engage
prospects and drive conversion.

e Strong networking and relationship-building ability — able to connect with key contacts
at events and maintain productive long-term relationships.

e Quick learner and strong team player — able to adapt to parallel team tasks, take
ownership and communicate effectively to deliver shared goals.

e Resilience and persistence — able to work under pressure, solve problems proactively
and maintain focus on long-term targets.

e High level of collaboration, integrity and customer service mindset.

Benefits and conditions of employment

CBBC offers a competitive package which includes basic gross salary, social insurance, medical
insurance and housing fund.

We also provide an excellent platform for development opportunities. This position is an excellent
opportunity for the successful candidate to learn about international business and work as a part
of a team across China and the UK.



Interested candidates are invited to send a letter explaining how your personality and experience
meet our requirements and an indication of your current salary and expected salary together with
a detailed CV to the following email address: CBBCHR@cbbc.org. Please use “AD Membership SH -
Candidate Name” as the subject of the email.

The closing date for applications is 30™ June 2026. We encourage early applications. We will be
reviewing applications as they come in therefore you may be contacted before the closing date if we
wish to take forward your application.

We regret that only shortlisted candidates will be notified and that applicants who fail to provide a
covering letter will not be considered.

Telephone enquiries and personal visits will NOT be accepted.
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