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SUMMARY 

Carries out day-to-day activities as they relate to the recruitment and retention of national and international HACU member institutions and affiliates consistent with established goals, objectives, scope, budget and policies.  

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Develops, implements and maintains membership recruitment and retention program.

Analyzes, assesses and reports on membership growth and retention, and identifies potential member and associate member institutions.

Communicates the full range of membership benefits to member prospects and others in person, over the telephone, in writing, or electronically.

Serves as advocate for issues of concern to members, and as liaison between members and HACU staff.

Develops and implements tools to measure member satisfaction.

Identifies and recommends new types of membership or affiliation for prospective HACU constituencies.

Prepares HACU Membership materials and distributes to members and partners.

Maintains Membership and other pertinent databases with up-to-date information & ensures integrity of data.
Identifies or creates possible new member benefits.

Coordinates all webinars to members.  Director identifies topics of interest to members and identifies possible panelists to participate in webinars.  Director will also have to be learn the hosting software and work with other department staff to ensure the technology needed for the webinars is current and appropriate for the needs of the department.
Plans and executes new membership or affiliation initiatives in coordination with other appropriate HACU staff.

Organizes, plans and coordinates Membership meetings at Annual Conferences.

Prepares department reports and draft budgets as necessary.  Monitors approved budgets.

Maintains liaison with colleges and universities to collect unpaid dues.  Directs collection to assure due diligence and documentation in a professional manner.

Participates, as approved, in committees within or beyond HACU, including professional organizations.

QUALIFICATIONS  
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

LANGUAGE SKILLS 

Strong oral and written communication skills required, similar skills in Spanish preferred.  Basic oral Spanish language skills required.

MATHEMATICAL SKILLS 

Basic math skills are required as necessary for tracking budget costs and preparing applicable forms.  

REASONING ABILITY 

Demonstrated organizational and planning skills with the flexibility to handle changing project priorities and the ability to handle simple and complex questions in the absence of the department heads.  Professional presentation is a must.  Ability to interact with senior staff at member institutions, including international members and prospective members, is required.  Must be able to travel and to work without close supervision on difficult and complex tasks.  Working knowledge of departmental programs and objectives, rules, regulations, policies and procedures applicable to assigned role and department.

Strong computer capabilities and related information systems, and ability to use those systems.  Ability to conceptualize position role as one key step in delivery of a total department program.

PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit and talk or hear.  The employee is occasionally required to stand, walk, and use hands to finger, handle, or feel.  The employee must occasionally lift and/or move up to 10 pounds.

WORK ENVIRONMENT  

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate.

SUPERVISORY RESPONSIBILITIES 

Directly supervises a full-time Membership Coordinator.  Carries out supervisory responsibilities in accordance with the organization’s policies and applicable laws.  Responsibilities include interviewing, hiring and training employees; planning, assigning, and directing work; appraising performance; rewarding and disciplining employees; addressing complaints and resolving problems.  

EDUCATION and/or EXPERIENCE 

Bachelor’s degree (BA/BS) required, master’s degree preferred.  A minimum of four to five years related experience and/or training. Strong planning, project management and administrative skills.  High level of proficiency with Microsoft Word, Excel, Access, email, the internet and online functionalities.  Must be organized and able to work independently with minimal supervision in a fast-paced environment handling multiple projects with competing deadlines.
