Membership Administrator
Job Description
Position Details
Position Title: Membership Administrator
Reports To: COO
Status: Full-Time
Location: North Kansas City (Hybrid)
Compensation: $55,000 – $65,000 annually, commensurate with experience
Benefits
1. Paid Time Off (PTO)
1. 401(k) with up to 6% employer match
1. Health insurance options
1. Dental insurance options
1. Professional development opportunities
1. Opportunity to serve and grow within a dynamic association environment
Position Overview
The Membership Administrator manages the day-to-day execution of the association’s membership functions. This role oversees new member onboarding, renewal strategy, data accuracy, and administrative coordination that strengthens the member and partner experience.
The position works closely with the operations, marketing, sales, and events teams to support recruitment, engagement, and retention.
Ideal Candidate
The ideal candidate is a proactive, detail-oriented professional with a genuine passion for member service. They bring strong organizational skills and the ability to juggle multiple priorities with accuracy and follow-through. They thrive in a collaborative environment, communicate clearly and professionally, and take pride in delivering a high-quality experience at every touchpoint. Comfortable with association management systems and digital tools, they approach challenges with curiosity and a solution-oriented mindset — and are excited to grow within an organization that elevates its industry community.
Key Responsibilities
Membership Operations & Customer Service
1. Serve as the primary point of contact for member inquiries, providing timely and professional responses.
1. Manage membership life-cycle activities including new member onboarding, renewals, and retention touchpoints.
1. Coordinate welcome communications, orientation, benefits delivery, and account setup for new members.
1. Maintain accurate and up-to-date member data in the AMS/CRM.
1. Track and report membership activity, trends, KPIs, and engagement patterns.
1. Support sponsorship administration and membership renewal invoicing.
Event & Meeting Support
1. Support registration, communications, and help desk functions for virtual and in-person events.
1. Assist the meeting planner with attendee lists, badges, confirmations, and follow-ups.
1. Coordinate logistics including scheduling, vendor communication, and event materials as needed.
1. Provide onsite or virtual support as events require.
1. Track sponsor and member engagement at events.
Systems & Data Management
1. Generate membership and sponsorship reports for leadership review.
1. Process dues and sponsorship-related billing and payments accurately and on time.
1. Ensure data integrity and timely updates to member directories, rosters, and profiles.
1. Document and maintain SOPs for membership and sponsorship workflows.
Cross-Department Collaboration
1. Partner with operations, marketing, sales, and events teams to deliver consistent, high-quality member and sponsor experiences.
1. Support committee work through scheduling, communications, and note-taking as needed.
1. Collaborate with communications teams to distribute updates, announcements, and member benefits.
1. Create and manage invoices, track payments, collect outstanding balances, and follow up to ensure timely processing.
1. Maintain a high level of confidentiality and professionalism when interacting with members and industry partners.
1. Perform all other duties as assigned.
Required Skills & Experience
1. 2–4+ years of experience in membership, customer service, sales support, or administrative roles (association or nonprofit preferred).
1. Excellent verbal and written communication skills.
1. Strong organizational, time-management, and follow-through abilities.
1. Comfortable responding to inquiries and handling member and sponsor requests.
1. Experience with AMS/CRM systems.
1. Proficient in Microsoft Office and/or Google Workspace; comfortable with digital tools.
1. Ability to manage multiple tasks and deadlines with accuracy.
1. Ability to travel to quarterly in-person team meetings; additional travel may be requested.
Preferred Qualifications
1. Prior experience with association, membership, or chapter-based organizations.
1. Event registration and logistics familiarity.
1. Experience with email marketing platforms such as Mailchimp, Constant Contact, or HubSpot.
1. Background in basic marketing or content support.
Personal Attributes
1. Friendly, relationship-focused, and service-oriented.
1. Detail-driven with consistent follow-through.
1. Proactive problem solver.
1. Collaborative and team-oriented.
1. Curious and eager to learn and grow.
Success Measures
1. High member satisfaction and timely resolution of inquiries.
1. Strong retention and renewal performance.
1. Accurate and current membership and sponsorship data.
1. Timely fulfillment of sponsor deliverables.
1. Smooth and welcoming onboarding experience for new members.
1. Reliable support for events and marketing campaigns.
