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Cultural Attractions - Membership Coordinator
Company Name: [INSERT COMPANY NAME HERE]
Department: Development
Reports to: Director of Development
Location: [INSERT LOCATION HERE]
1. Position Summary
Our Membership Coordinator keeps members joining, visiting, and renewing. You run renewal mailings and emails, process memberships sold at the gate and online, answer member questions, and plan member events. Members are often our first donors, so you keep their records clean and pass strong prospects to the Director of Development.
2. Essential Duties and Responsibilities
1. Run the renewal series: notices, emails, and calls before and after each membership expires.
1. Process new, renewed, upgraded, and gift memberships from the gate, phone, mail, and website.
1. Keep member records current in [your membership or donor database] and merge duplicates.
1. Send member cards, welcome packets, and details on the reciprocal admission programs you belong to.
1. Plan member previews, early-entry mornings, and member nights with the events and guest services teams.
1. Train admissions staff on membership levels, benefits, and how to offer an upgrade at the window.
1. Report on member counts, renewals, and lapsed members, and flag upper-level members for donor cultivation.
3. Key Tasks / Daily Activities
1. Answer member calls and emails about cards, guest passes, renewals, and benefits.
1. Process the day's membership sales and match them to the sales report.
1. Pull lists for renewal notices and win-back emails to lapsed members.
1. Review member scan data for problems at the gate, such as expired or shared cards.
1. Prepare member event invitations, RSVP lists, and check-in sheets.
4. Key Performance Indicators (KPIs)
1. Member renewal rate: [your target].
1. New member households: [your target].
1. Upgrades from day tickets to memberships: [your target].
1. Lapsed members won back: [your target].
1. Member inquiries answered on time: [your target].
5. Required Qualifications and Skills
1. [Bachelor's degree] or equivalent work experience.
1. [2+] years in membership, customer service, sales, or data entry.
1. Accurate data entry in a database such as [Altru, Tessitura, Raiser's Edge, or your system].
1. Clear writing for emails and letters.
1. Handles payment details and personal data with care.
6. Preferred Experience
1. Membership or annual fund experience at a nonprofit.
1. Experience with email marketing tools and mail merges.
1. Has sold memberships at a front gate or ticket window.
7. Physical Requirements
1. Desk and phone work for most of the day.
1. Set up member events and carry supplies up to [25] pounds.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time with regular weekday hours on site.
1. Evening and weekend member events [several times a year].
1. Busier before renewal deadlines, the holidays, and exhibit openings.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new membership coordinator gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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