
 
 

TEMPORARY, PART-TIME, MEMBERSHIP COORDINATOR 

 

There is an immediate opening for a temporary, part-time, 25-29 hour, Membership Coordinator.  The 

position is scheduled to conclude June 30, 2019, however it is likely that it will become a full or part-

time, regular position.  The Membership Coordinator reports to the Director of Development. 

Essential functions of the position include but are not limited to the following: 

 

General Development Related Duties: 

 Along with the President and the Director of Development, promote the museums’ philanthropy 

and development and their potential effects on the Museums and the community. 

 Along with the Director of Development, maintain the computerized donor database and list 

management related to fundraising. 

 Provide assistance to the Director of Development with matching gifts and in-kind gift 

solicitation and responses; and the acknowledgement process for all gifts and grants through 

thank-you letters. 

 Generate acknowledgement letters, pledge reminders, and other stewardship outreach 

Membership Related Duties: 

 Maintain the membership information databases. 

 Prepare and monitor billing cycle of membership renewals, generating notices.  

 Process data and receipts related to targeted fundraising campaigns.  

 Work closely with Financial Office to verify accurate accounting of gift and membership 

income.  

 Assist with answering, screening and directing incoming telephone calls, including the 800 line 

for Development; take or relay messages, or answer basic questions from own knowledge.   

 Coordinate the Museum Pass program including renewal notes and preparing new annual passes 

for distribution. 

 Solicit new membership by identifying nonmembers through Resident Access cards, coupon 

redemptions, guest passes, special promotions, etc. 

 Attend committee meetings; record, transcribe, and proofread minutes; distribute minutes to 

members.  Prepare and distribute agendas for meetings.   

 Take reservations and maintain R.S.V.P. lists for membership events.   

 Promote and sell memberships in the Welcome Center during school vacation weeks and some 

weekend programs.  

 Participate in promotional and membership events, which include some evening and weekend 

events. 

Office Management and Administrative Tasks: 

 Maintain electronic filing system and manage hard copy filing 

 Assemble mailings as needed 

Qualifications include but are not necessarily limited to: 

A Bachelor’s Degree and two years of experience working in a Development department within a 

museum or educational organization is necessary.  Prior experience working with volunteers is highly 



desirable.  Exceptional computer skills required with knowledge of Altru or Blackbaud development 

software preferred.  The ability to lift up to 30 pounds is necessary. Some evening and weekend hours 

are required. 

 

Interested candidates should submit their cover letter and resume by January 19, 2019 to 

hcahill@springfieldmuseums.org. 

 


