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Membership Coordinator
Updated:  03/2003
FLSA:  Exempt



Dept or Office:  WKMS
Summary Description

The WKMS membership coordinators works under the supervision of the station’s promotion/development director to define, develop, and direct all membership fundraising operations necessary to meet operational and long term capital needs.  
Responsibilities & Duties

· Responsible for managing fundraising database, making certain the database is maintained, upgraded, and enhanced to meet fundraising needs.  

· Organize and supervise all aspects of membership activities to insure efforts are maximized and revenue targets are met.  

· Work in consultation with station manager and promotion/development director to develop and implement a major donor program. 

· Responsible for developing, writing, documenting, implementing, enhancing, and supporting computerized department management reports. 

· Responsible for regular and special department data analysis. 

· Create an effective strategy for station promotion and outreach using on-air messages and special events to insure that a positive, mission-related and consistent message is being presented to the community.  

· Represent the station, along with other staff members, to increase the visibility of the station in community activities, speaking engagements, and on the air. 

· Other duties as assigned.  

Requirements – Education and experience
· Must have Bachelor’s degree.

· Experience with fundraising methods and techniques, including direct marketing; experience with customer service and knowledge of and proficiency with spreadsheets and database applications.  
· Knowledge of public broadcasting and previous radio experience preferred.  







Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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