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JOB DESCRIPTION

Membership Sales and Service Coordinator
The Junior Volleyball Association (JVA) is a national member association of Junior Club Directors and their staff.  The mission of the JVA is to provide resources and education to our members.  

The Membership Sales and Service Coordinator is a full time position to work out of the JVA office in Milwaukee, WI. Responsibilities will be split between two main functions: 1) Grow the membership of the JVA; and 2) Manage the delivery of information and services to our members. The Membership Sales and Service Coordinator will report directly to the Executive Director.  Out of office travel will be necessary.
Membership Sales duties include but are not limited to:

· Develop marketing campaigns to grow membership along with JVA Staff

· Identify potential member markets and develop programs to recruit members in those areas

· Work with JVA partners and sponsors to determine additional outlets to promote JVA membership

· Track projects and report progress
· Network with the volleyball community to identify program needs
· Represent JVA at events hosted by member clubs and JVA hosted meetings

· Maintain and update the various contacts lists of Junior Club Directors across the country
· Maintain and update the membership records of the JVA

· Provide monthly membership reports 

Member Services Coordinator duties include but not limited to:

· Work with JVA staff to develop and distribute benefits to members
· Assist in promoting projects and events of the JVA

· Assist in the planning and execution of the mid-year and annual meetings
· Assist the Executive Director and Social Media Coordinator in production of the various JVA medias including but not limited to the VolleyBiz, web page material, member resources, etc.
Qualifications (preferred):
· Background or demonstrated proficiency in marketing or sales fields
· 3-5 years association with junior volleyball programs
· Excellent communication and writing skills

· Computer proficiency

· Must be pro-active on a daily basis; self-starter  & creative thinker, problem solver

· Ability to work with all types of individuals in a professional manner

· Ability to perform logistically with JVA events

· Ability to respond quickly to requests & deadlines

SALARY:  Commensurate with abilities and experience
The position is a full time salaried position.  Hours worked may often include weekends and evenings.  

BENEFITS: Bonus Plan, vacation, health insurance, retirement. 
Submit resume, salary requirements, and references to:

Jenny Hahn, Executive Director

Jenny.hahn@jvavolleyball.org
2931 N. 73rd Street

Milwaukee, WI  53210

414-588-3131

www.jvaonline.org
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