
Job Description

POSITION TITLE: Membership Services Coordinator

HOME BASE: Edmonton, Alberta
CORE STRATEGY AREA: Sport Administration/Coordination Program and Services

RESPONSIBILITY/ PROGRAM AREA: Provincial Scope

SUPERVISOR’S TITLE: Executive Director

RA ORGANIZATION

Ringette Alberta is a registered non-profit association responsible for coordinating and delivering provincial level programs and services throughout Alberta. 

Ringette Alberta works in partnership with local, regional, provincial and national sport organizations and local sport system providers to create a dynamic environment for ringette sport participation through excellence at all Levels, by integrating RA class athlete, coaching and referee certification, program, services and long term sport development initiatives.

Membership Services Coordinator

Purpose

The purpose of this position is to provide management and leadership relating to the development and implementation of Ringette Alberta membership services activities and relations including Registration, Web Site/ I.T. Management and Communication. Directing the delivery of services to members through Member Service Policies, Member Service Coordination and Member Service Representatives which includes, but is not limited to, the achievement of membership service operational goals, participation in the development and implementation of association level strategic plans, review operational policies, procedures, and development. 

The position focuses on the development and coordination of effective communication strategies that enhance staff, volunteer and member connection and awareness of the associations programs and key messages.  This position is also responsible for increasing the profile of Ringette Alberta, its core programs, services and Core Values through unique and innovative media and promotional strategies. 

 Reporting to the Executive Director, the Member Services Coordinator will act to both participate within the management team framework, and to assume a supportive role to carry out and be responsible for managerial assignments: such as volunteer program coordination, and membership recognition and awards programming.

Communication 

· Maintain and assist with development of communication tools, templates, and procedures required to effectively communicate with external partners and internal stakeholders. 

· Research and produce stakeholder announcements, project updates, and team status/summary reports. 

· Work with the Administration team to provide guidance and ensure consistency of notifications procedures. 

· Assist with ongoing stakeholder analysis to determine communication gaps and opportunities for improvement. 

· Ensure suitability and congruence of external communications with published standards. 

· Provide coordination/administrative support to the Communications team as required. 

· Assist in development of proper documentation and support procedures for Operational Communication team efforts. 

· Assist with incident handling program communications as required.

· Develops and implements strategies for the communication of Ringette Alberta’s

· programs activities.

· Drafts press releases and programmatic communications, articles, letters, reports,

proposals, briefs, statements and resolutions as required for the President, the E.D.

and Committee Chairs on matters of issues important to Ringette Alberta.

· Prepares written material for grant proposals and reports.

· Writes monthly news items for Ringette Alberta’s electronic newsletter and other

outlets as required.

· Ensures maintenance of database of media contacts.

· Supervision of program assistant and interns.

· Management of computer and hard file system, mailing lists/databases,

correspondence, enquiries related to programs.

· To respond promptly to inquiries from prospective members, members, executive officers, the general public and other industry bodies by phone, email or in writing and follow-up with an agreed timeframe. 

· To draft non-standard responses for approval by the Executive director. 

· To assist in the creation and update of membership and marketing material e.g. letters, new member welcome packs, newsletters, e-bulletins, press releases, fact sheets, membership directories, member listings, member questionnaires and brochures. 

· To assist in the production of mailings (merging, printing and fulfilment) and to ensure they are sent out in a timely manner. 

· To participate in association surveys of pre-selected members using a prepared script, record responses and produce a summary of the results. 

· To promote the Associations' programs and services. 

· To maintain and update membership records and marketing databases 

· To manage events e.g. book venues, track and confirm registrations, send our reminders and maintain attendance records for exhibitions, road shows and training. 

· To undertake member market research in areas such as member benefit analysis, member satisfaction surveys, member needs assessment and competition analysis. 

· To co-ordinate member recognition and award programmes. 

· To assist in the member renewals process. 

· To co-ordinate central administrative support for various groups including regional committees, special interest groups, work groups and task forces and other committees. 

· To participate in regular professional staff progress meetings. 

· To maintain a calendar of recruitment and retention activities, key events and meetings. 

· To perform routine quality checks on the membership database. 

· To liaise with suppliers and maintain supplies of office stationary  

· To perform daily and weekly system back-ups. 

· To remain current with Association policies and procedures. 

· To perform other related duties as required by the executive director.

· A high level of member satisfaction with incoming and outgoing communications 

Web Site/ I.T. Management

· Develop and manage content for the association website.

· Develop new site features, functionality and/or design concepts. 

· Perform quality assurance testing. 

·  Work with a wide range of media, including images, streaming video, audio and Flash.

·  Monitor site traffic to improve user experience. 

·  Optimize ranking in the major search engines for desired keywords. 

·  Develop in-bound links from relevant sites and directories. 

·  Contribute innovative ideas and concepts for various collateral (web, print, multimedia) and promotional material as required. 

·  Produce creative web, print and multimedia materials in a timely manner. 

·  Maintain consistency in branding and design across all media: web, print and multimedia. 

·  Assist the office staff, Technology and Design to develop e-learning courses.

·  Assist in the development of audio and video for e-learning courses. 

·  Test e-learning courses. 

·  Manage the online learning portal, including access control, troubleshooting, and reporting.

· Provide 1st level support for all hardware and software problems reported, documenting problems and solutions as required.

· Evaluate and route complex or unsolved problems to second level support specialists.

· Perform new installations and updates for all IT equipment, including desktops, laptops, printers, etc.

· Provide basic training to staff users on both hardware and applicable software.

· Identify opportunities and recommend solutions that will enhance or improve current I.T. business processes.

· Assist the I.T. Services group, where applicable.

· Supports and ensures operating viability of LAN (Local Area Network) for all hours of operation and reports any abnormalities to the network administrator; routinely tunes system for optimum performance.

· Follows up on faulty hardware and software purchases by pursuing warranty advantage through distributors and manufacturers.

· Ensures software, hardware and network installs, re-installs, upgrades, moves, changes and relocations are made when necessary and as required.

· Assist on I.T. projects or special initiatives as assigned by executive director.

· To respond promptly to inquiries from prospective members, members, executive officers, the general public and other industry bodies by phone, email or in writing and follow-up with an agreed timeframe 

· To draft non-standard responses for approval by the Membership Manager 

· To assist in the creation and update of membership and marketing material e.g. letters, new member welcome packs, newsletters, e-bulletins, press releases, fact sheets, membership directories, member listings, member questionnaires and brochures 

· To assist in the production of mailings (merging, printing and fulfilment) and to ensure they are sent out in a timely manner 

· To participate in telemarketing surveys of pre-selected members using a prepared script, record responses and produce a summary of the results 

· To promote and sell the Associations' memberships and services and suggest or invite members to consider using (or upgrading to) other Association products and services 

· To maintain and update membership records and marketing databases 

· To manage events e.g. book venues, track and confirm registrations, send our reminders and maintain attendance records for exhibitions, road shows and training 

· To undertake member market research in areas such as member benefit analysis, member satisfaction surveys, member needs assessment and competition analysis 

· To co-ordinate member recognition programmes 

· To assist in the member renewals process 

· To follow-up member resignations and produce reports on why members lapse 

· To process reports, listings or label runs as requested by other departments 

· To keep records and produce reports showing the results of recruitment and retention activity, marketing campaigns, member involvement, non-renewals and departmental spend using an agreed coding structure 

· To co-ordinate central administrative support for various groups including regional committees, special interest groups, work groups and task forces and other committees 

· To participate in regular departmental progress meetings 

· To maintain a calendar of recruitment and retention activities, key events and meetings 

· To perform routine quality checks on the membership database 

· To co-ordinate affiliate and sponsor activity and recognition programmes 

· To liaise with suppliers and maintain supplies of departmental stationary 

· To plan work efficiently to meet the departmental goals and objectives 

· To recommend ideas for improvement and highlight any problems 

· To perform daily and weekly system back-ups 

· To remain current with Association policies and procedures 

· To perform other related duties as required by the executive director.

· A high level of member satisfaction with incoming and outgoing communications 

.

Registration

· Facilitate the Membership Registration Process Management/Registrar recruitment, development, and coordination.

· Implement operational standards and targets to meet and enhance the membership registration process.
· Monitor workloads and ensure registration resources within the section are

allocated appropriately between tasks, determining work priorities,

to meet performance indicators and quality standards.

· Set team and individual targets and monitor performance. Appraise

· Association registrar’s performance in line with Ringette Alberta requirements.

· Liaise with conduct staff regarding matters of the registration process.

· Ensure management is briefed and informed on registration.

· Ensure that all communications with member registrants is clear, well

· organised, within set timescales and that appropriate action is

taken.

· Handle more complex queries from applicants and registrants.

· Contribute to the development of ideas and communications at

operational level. Encourage registrar involvement and ensure

suggestions and initiatives of team members are recognised and, if

valid, implemented.

· Proactively manage issues of poor performance, liaising where

necessary with association registrar or association president.

· Contribute to maintaining regular communication within the association registrar’s on organisational performance, progress and/or information that will assist them in performing their role or improving the standards of registration process.

·  Maintain Communications  in developing promotional

material and information brochures/e-letters about the registration process for

registrar’s, association executive and the general public.

· Manage the day-to-day registration process, allocating work and monitoring the processing of applications and the handling of queries. Ensuring that quality standards and performance indicators are implemented to ensure accuracy and that

targets are met for processing applications/memberships to the Registry.

· Ensure confidentiality is maintained at all stages of the registration process.

WORKING CONDITIONS/ SPECIAL REQUIREMENTS

· Requires limited travel in Alberta to attend meetings or local travel to attend regional  volunteer scheduled events;
· Requires a Class 5 Drivers license
· As the Canadian and Alberta sport system is in the process of some major changes in the delivery of  programming and services , professional staff must be able to work in it is a highly dynamic and flexible membership service environment;
· Located in a typical provincial sport office environment, the Membership Services Coordinator usually works in an office environment ,however, the mission of the organization may sometimes take them to non standard workplaces;
· The Membership Services Coordinator works a standard work week (37.5) but may be required to work some evenings and weekends to conduct/monitor program activities; 
· On occasion required to work irregular hours and be on-call for emergencies for time sensitive and priority association issues;
TOOLS / EQUIPMENT

· Uses office tools and equipment such as computers, laptops, scanners, photocopiers, calculators, fax machines, telephones and sets-up audio-visual equipment for meetings and training events.
· Proficient computer skills (MS Office inc: Excel, PowerPoint, Outlook and familiarity with access/on-line database programs)
SELECTION CRITERIA

Education, Experience and Certification

· Degree in Sports Administration, Computer Science and/or Communication, or related field
· Demonstrated experience working in Canadian sport system and/or  Alberta sport community
· Demonstrated non-for profit sport experience
· Demonstrated (3 year minimum) sport program management and administration experience
· Minimum two years experience in website writing and maintenance. 
· Proven online registration experience. 
· Proven experience using graphics and web development tools including HTML, Photoshop, Acrobat.
·  Knowledge of other programs (e.g., MS Access, Flash, Premiere) and programming languages (e.g., Visual Basic) an asset. 
·  Expertise in website testing and search engine optimization an asset.
Administrative Skills and Abilities

· Demonstrated proficient computer skills
· Demonstrated ability to analyze and resolve multivariable sport issues, conduct program evaluations utilizing logic models and performance indicators
· Demonstrated sport administration skills
· Demonstrated ability to prepare and explain information clearly and effectively to variety of audiences.
· Demonstrated ability to present effectively to senior management and governance board level audiences
· Demonstrated ability to establish and maintain effective working relations with all levels of professional staff and regional partners and stakeholders
· Demonstrated ability to lead and work effectively as part of a team where enthusiasm, innovative ideas and challenges are welcomed
· Demonstrated strong communication (verbal/written) and interpersonal skills
· Demonstrated ability to work in a fast paced environment and organize multiple concurrent projects with changing priorities and deadlines, emerging issues, while keeping the Executive Director and colleagues informed
· Has a demonstrated ability of leveraging partnerships – works well with a wide
range of organizations to reach mutually-beneficial outcomes

· Recognizes the relationship with government and stakeholders as an important

element in the success of RA and can continue to build goodwill

  Knowledge

· Working knowledge of program administration and process necessary to lead, manage, maintain and develop programs and services in a provincial sport environment

· Considerable understanding of the personal and amateur needs of volunteer members.

· An understanding of and respect for, the roles, responsibilities and innate pressures of the provincial, local Ringette organizations and regional stakeholders.

Extensive knowledge of Media/Public Relations, Communication Strategies and Internet Tools/Web applications.

To apply:

Position Title: Membership Services Coordinator
Position Level: Full Time
Number of positions: 1
Reports to: Executive Director
Provincial Office Location: Percy Page Center, Edmonton, AB                                           

Hours of Work: 37.5 hour work week
Salary Range: $ 38,000 – 48,000**

  

Performance Bonus: provided

Premium Benefits Plan: provided 

Relocation Expenses: provided

Operational Expenses/Materials: provided

Professional Development: provided

Paid Vacation: provided 

         

Note: Salary will be commensurate with level of experience, skills and qualifications, and subject to negotiation with successful applicant. Ringette Alberta is an equal opportunity employer.
Position advertisement date: Monday, April 20, 2009
Closing Date: Friday, May 22, 2009 5:00 pm**

Candidate review/selection dates: May 29-31, 2009

Position commencement date, Monday, June 15, 2009


Please submit your résumé, covering letter and three professional letters of reference in confidence, by e-mail, prior to Friday, May 22, 2009 5:00 pm **to: 

Ringette Alberta

Send professional résumé and attachments by e-mail: Format: MS Word. Doc (Only) to:

 executivedirector@ringettealberta.com 
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