



NATIONAL ASSOCIATION OF REALTORS®
Job Description
Job Title: Director of Membership



Department:


Status:
FLSA Status: (do not complete)
Reports to: (position title) 
Revision Date: 

Number of Direct Reports:
Disclaimer: Please note that this sample job description is for consideration and reference only, with the hope that it is a helpful resource.  It is not policy, and there is no requirement to use this sample.  It is not intended to represent the best, or the only job description for this position.  The needs and interests of each association vary, therefore, an association must craft and tailor the job description that is most suitable and appropriate for the association’s needs and interests.  
POSITION SUMMARY:
This position directs all aspects of membership for the association including recruitment of new members, retention of existing members and supervision of assigned staff.  Develops, plans and implements new procedures and methods to achieve strategic goals.

ESSENTIAL FUNCTIONS:
· Implements membership strategies that support recruitment of new members and retention of existing members.  Creates a member-focused culture and models relationship-building skills in all interactions. Fosters a climate of innovation and resolves problems to ensure member satisfaction.

· Recruits, hires, trains, develops, schedules and directs personnel and volunteers as needed for professional development. 
· Promotes program and membership enrollment in interactions with existing and potential members. Coordinates program registration, including logistics to support phone, walk-in and web registration. Coordinates with marketing efforts to maximize enrollments and provides ongoing support to other association programs on related issues.

· Participates in the planning of the annual budget; manages and implements the approved budget for membership and takes appropriate action to correct variances.
· Ensures proper implementation of front desk procedures. Reviews and updates desk procedures and communicates changes to staff.  Coordinates with the business office as necessary on financial transactions.

· Organizes membership events to promote the association.

· Participates in staff meetings and/or related meetings. 

· Performs other duties as assigned.

QUALIFICATIONS:
· Bachelor's degree in related field preferred or equivalent combination of education and experience.

· Previous supervisory experience in customer service preferred.

· Excellent personal computer skills and experience with standard business software.

· Ability to relate effectively to diverse groups of people from all social and economic segments 
of the community.

WORK ENVIRONMENT AND PHYSICAL DEMANDS:
1. Ability to walk, stand, and sit (including on the floor) for long periods of time.

2. Must be able to lift and carry supplies weighing up to 20 pounds.

3. Ability to stand or sit while maintaining alertness for several hours at a time.

4. Position may require bending, leaning, kneeling, and walking.

5. Ability to speak concisely and effectively communicate.

6. Visual and auditory ability to respond to critical situations and physical ability to act swiftly in an emergency

7. Ability to view/enter data for long periods of time.


