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 Position Announcement:  Member Services Coordinator
The Association of State Floodplain Managers (ASFPM) seeks to hire a full-time Member Services Coordinator, who supports the mission of ASFPM by growing and supporting our members. This position is responsible for member communications, renewals, dues processing, new member development, member records and database maintenance, and development of new and enhanced member services and categories. In addition, the Member Services Coordinator administers the annual ASFPM Board election process. This position requires a professional, approachable, and responsive individual with strong communication skills.  ASFPM is a national membership association with over 5,000 members. Our members are geographically dispersed so the majority of our customer contact is virtual (online, email, phone).
RESPONSIBILITIES Key activities of this position include:

· Building and sustain strong member, volunteer, and customer relationships through interactions via phone, email, website, social media, and mail;
· Develop knowledge of all ASFPM services and resources for member referrals and reference;

· Development of membership communications and activities to foster retention and continued growth of ASFPM membership base;
· Lead efforts to raise the profile of ASFPM through multiple means—member alerts, articles, web summaries, social media summaries/articles;
· Oversee annual membership renewal process, and follow up with non-renewing members to identify areas for service/benefit improvements;

· Track and report on membership trends and concerns to leadership and staff;

· Recommend and implement new member activities, policies, and procedures to continuously improve the member experience;
· Develop and propose new services, categories, and opportunities to engage in the Association with an eye to recruiting new generation of members through development of online member forums and services;
· Serve as primary database leader, ensuring data integrity and consistency;
· Provide regular support and backup for Training Coordinator on Association webinar series, and facilitate online meetings and webinars as needed;

· Serve on conference registration team and on-site registration booth at our annual conference;
· Manage the leadership election process including collection of candidate information, working with support departments for technological needs, monitoring results and reporting; 
· At the direction of the Deputy Director, assist with board and committee meeting/call/retreat scheduling, and materials distribution;
· Assist with maintaining and updating the ASFPM website and social media; 
· Act as lead staff on annual board elections process providing support to volunteer Elections Chair in identifying eligible nominees and voters, distributing electronic ballot, and assisting in vetting of nominations and ballots;
· Develop and evolve underserved membership categories such as corporate and partners.
MINIMUM QUALIFICATIONS
	· Advanced skills required in Microsoft Office 2013, website and social media posting/updates, and working with databases/queries.
· High School diploma or equivalent and 3-5 years of related experience, 

· Exceptional customer service skills, able to interact with all types of people in a personable, positive way through all forms of communication;

· Strong attention to detail and ability to handle confidential information with accuracy and integrity in a fast-paced environment;

· Ability to quickly prioritize and work accurately with little supervision.
· Skilled at writing informative and engaging content that will draw interest from current and prospective members;

· Interest and experience with social media

· Outstanding time management and organizational skills;  
· Personal attributes:  Meet deadlines; exceptional interpersonal, organizational, oral and written communication skills; attention to detail; the ability to handle multiple tasks and shifting priorities; ability to handle evening and weekend work in support of events; the ability to work both independently and as part of a team; high level of integrity, diplomacy, and initiative; ability to effectively network, build relationships and coordinate with diverse groups of people from across the country;

· Valid Driver’s License.
	


PREFERRED QUALIFICATIONS

· Certified Floodplain Manager (CFM) ideally with local floodplain administration experience, or must earn their CFM certification within one-year of hire;

· Bachelor’s Degree;
· 3-5 years of experience in a membership association or member services capacity;
· Previous database experience (data entry, queries, reports).
This is a full-time non-exempt position, located in the ASFPM office in Madison, Wisconsin. Out of state travel is approximately 5% time.  Salary ranges $13 to $18/hr. commensurate with qualifications and experience. Comprehensive benefits include medical, dental, life, retirement, paid vacation, and leave.  ASFPM is an Equal Opportunity Employer.  Employment will require successfully passing a background check.
APPLICATION PROCESS

Open until filled, but resume review will begin on September 28, 2015.  
Please Email to: employment@floods.org  with the “MSC position” as the subject line of your email with the following attachments:
1) Cover letter highlighting your qualifications relevant to the position.

2) Resume
Successful completion of a background check will be required for the selected candidate.  
For more information visit www.floods.org 
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