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PURPOSE OF THE POSITION


The Membership Services Administrator is responsible for maintaining a responsive and positive relationship with the MSYSA membership to include the MSYSA affiliates, while also developing and executing plans for increasing MSYSA affiliate membership. 
SCOPE


The Program Administrator reports directly to the Executive Director and is responsible for coordinating all membership activities, maintaining accurate membership records and player numbers and assisting all members with membership inquiries.   
RESPONSIBILITIES

1.)  Maintain regularly scheduled, part-time (30 hours/wk) office hours
· Accurate player database
· Accurate affiliate database
· Online registration system “expert”
· Mailing lists
· Annual general meeting
2.) Membership Database Management
· Enter new member data
· Update current member data (change of address, phone, email, etc)
· Enter membership status changes such as bad standings, disbanded affiliates
· Interface with database designer for problem solving identification and resolution, along with function updates
· Make recommendations about adapting online registration system to meet unique needs

· Website Integration – Affiliate self reporting

3.)  Affiliate and Reporting
· Process affiliate renewals
· Prepare, assemble and mail new affiliate packets, including new member certificates and other materials
· Prepare and file monthly affiliate reports (players reported, paperwork submitted, etc) for Executive Board meeting
· Maintain portion of MSYSA website that are applicable to Membership Services
· Generate labels (in hard copy or tab-delimited files) and send them to the appropriate person(s) or mail house per paid request

· Prepare quarterly report to submit to US Youth Soccer and USSF

4.) Records Management
· Maintain desk manual on membership database
· Maintain desk manual of policies and procedures

· Maintain desk manual of form letters

· Create and maintain active files related to membership, player reporting, board report, and direct mail campaigns

· Archive inactive files related to membership
5.)  Service to Members

· Respond to all emails, letters and phone calls from affiliates and members in relation to membership services

6.) Special Projects

· Coordinate all aspects of AGM in regards to MSYSA affiliates such as organizational standing, votes allotted, Notice to Affiliates in accordance to MSYSA Constitution and By-Laws

7.) Support
· Provide support and assistance to Executive Board, MSYSA Committee Chairs and Program officials

· Assist Executive Director in development and administration of new membership services 

· Support other office personnel with general office functions and members services, including response to members requests and inquiries

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge
The incumbent must have proficient knowledge in the following areas:

· Microsoft Word, Excel, Outlook and standard business software

· Database management experience or ability to learn custom software

· Familiarity and experience with soccer and youth soccer programs

Skills

The incumbent must demonstrate the following skills:

· High level of organization with an attention to detail

· Ability to administer programs and initiatives

· Team building skills

· Analytical and problem solving skills

· Decision making skills

· Effective verbal, presentation and listening

communication skills

· Effective written communications skills

· Computer skills 

· Stress management skills

· Time management skills

· Quick learner

· Self-motivated and self-directed

· Independent worker
· Respect for the confidentiality of membership data and policy
Personal Attributes

The incumbent must also demonstrate the following personal attributes:

· Be honest and trustworthy

· Be respectful

· Possess cultural awareness and sensitivity 

· Be flexible 

· Demonstrate sound work ethics
· Willingness to take new responsibilities
CERTIFICATION

______________________________________________________________________________

Employee Signature








Date

I certify that I have read and understand the responsibilities assigned to this position.

______________________________________________________________________________

Executive Director








Date

I approve the delegation of responsibilities outlined herein within the context of the attached organizational structure.

The above statements are intended to describe the general nature and level of work being performed by the incumbent of this job.  They are not intended to be an exhaustive list of all responsibilities and activities required of the position.

Membership Services Administrator
7/1/2009

