
 
 

JOB DESCRIPTION 
 

Position Title:  Membership Manager 
Reports to:  Vice President, Membership 
Classification: Salaried, Exempt  
Date:   August 2019 
  
I. Summary/Objective  
The Membership Manager supervises the Membership Payment Specialists and Membership Associates of the 
day-to-day operations of the Membership Department. The Manager collaborates with Development 
colleagues on various fundraising activities.  The Manager works directly with the VP of Membership to 
execute all functions of the annual fundraising plan and serves as database liaison for Development division. 
Handle logistics for on-air fundraising campaigns. 
 
II. Essential Functions 

1. Supervise the daily work of Membership staff to ensure outstanding customer service and timely & 
accurate record keeping. 

a. Hire, train, coach, and mentor the Membership Associates and Payment Specialists which 
includes timely and constructive work performance feedback. 

b. Oversee the preparation of daily cash receipts, charge transactions, EFT transactions, 
banking reconciliations, and other functions of the membership records management 
system. 

c. Motivate and inspire each team member to provide outstanding customer service to each 
of our members. 

d. Create, monitor and evaluate staff quarterly goals. 
e. Collaborate with the VP of Membership in identifying, developing, updating, and 

implementing strategies, policies, procedures and workflows. 
2. Administer donor databases and reports:  

a. Oversee the staff generation and delivery of monthly and weekly data files: 
acknowledgements, pledge reminders, benefits, premiums, renewals, program guides.  

b. Assist VP of Membership and Director of Leadership and Legacy Giving with identifying 
donors and generate data files for fundraising campaigns.  

c. Maintain accurate prospect and donor data. 
d. Monitor Passport and other national databases, and troubleshoot accounts as needed. 
e. Update internal and external result reports. 

3. Assist with logistics for Television and Radio on-air fundraising campaigns: 
a. Serve as liaison to overflow service. Provide upcoming schedule, participate in pre-drive 

planning calls, and be on-call for trouble-shooting and during pledge programming. 
b. Serve as on-call liaison to tally volunteers for trouble-shooting during live pledge 

broadcasts. 
 
III. Required Education and Experience 

1. Bachelors’ degree in Business Administration, Marketing, Communications or other 
related field required. 

2. 4+ years’ experience in fundraising related work, public broadcasting preferred. 
3. 2+ years’ demonstrated leadership experience, including the ability to effectively engage, 

support, coach, and train staff. 



 
4. Outstanding verbal and written communication skills, with a commitment to customer 

service excellence. 
5. High degree of comfort in technology to effectively use Microsoft Office, Databases 

(especially Customer Relationship Management), and other software. 
6. Ability to occasionally work flexible, variable hours as needed. 
 

IV. Supervisory Responsibility 
This position supervises the membership team that shares duties for donor service, donor fulfillment, 
reporting and payment processing. 
 
V. Position Type/Expected Hours of Work 
This is a full-time position. Hours of work are Monday through Friday, 8:30 a.m. to 5:00 p.m., 40 hours per 
week. Because of on-air fundraising and events, hours will frequently exceed 40 hours per week. Hence, 
flexibility in work hours is required. On-call and remote work required during pledge drives. 
 
VI. Travel 
Travel is primarily local during the business day, although some out-of-the-area and overnight travel may be 
expected.  
 
VII. Physical Demands  
This is largely a sedentary role; however, occasional filing or moving of premium merchandise is required. This 
would require the ability to lift files or boxes, push carts, open filing cabinets and bending or standing on a 
stool as necessary.  
  
VIII. Other Duties 
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties 
or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may 
change at any time with or without notice.  
 
IX. EEO Statement  
WNED | WBFO is an Equal Opportunity Employer committed to excellence through diversity and inclusion.  
 


