Position Available:  Membership Coordinator 
Period of work:  February-December 2010

Approximate weekly time:  25-30 hours, flexible schedule possible

Payment:  Hourly, $20-25/hour depending on experience

Employee status:  Independent contractor

Start date:  February 2010

Position is open until filled.

General Membership Development tasks:

1. Maintains computer and/or hard copy files of all documents in a timely manner. (On going)
2. With Administrative Assistant and Program Coordinator, designs annual meeting. (On going)
3. Develops and maintains membership and sponsorship database and files. (On going)
4. Researches 5 other FU chapters to learn about membership expertise and establishes mentor relationship with at least one. (1st quarter)
5. Works with Program Coordinator to survey current members about their interests and needs. (2nd quarter)
6. Attends monthly NFU membership calls.  (On going)
Activities with President and NEFU Board members:
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th NEFU Membership Committee members to execute membership strategic plan. Attends Membership Committee meetings, takes minutes and circulates to board members.  (On going)
2. Works with each NEFU board member to establish targets, set timelines, and implement membership drives including house parties, individual meetings, etc. (On going starting in 1st quarter)
3. Works with NEFU board to identify 5 prospective affiliate members each (55 prospects), and develops strategy to reach out to 20.  (On going)
4. Works with NEFU board to identify 5 prospective organizational members each (55 prospects), and develops strategy to reach out to 20.  (On going)
5. Works with NEFU board members to identify 3 prospective corporate sponsors each (33 prospects) and develops strategy to reach out to 20. (On going)
6. Works with President and NEFU board members to identify members who can join at levels of $500 and over, develops materials and strategies for solicitation.
Activities with other team members:

1. Works with Program Coordinator, President and Administrative Assistant to fulfill membership benefits and services; analyses needs of members and sponsors and creates programs to meet needs and interests.
2. Works with Program Coordinator and Administrative Assistant on content for annual meeting.  (On going)
3. Arranges for tabling at events around New England to ensure high degree of visibility for NEFU.  (On going)
4. Develops content for NEFU website about members and about membership benefits (1st quarter and on going)
Qualifications:

· Bachelor’s degree required.
· Demonstrated ability to achieve annual goals and create effective systems to manage multiple projects.
· Excellent communications skills, oral and written.
· Knowledge of customer service approach to membership, sponsorship and donor management.
· Understanding of protocols for dealing with confidential information.
· Experience with Excel, Microsoft Word, PowerPoint, Facebook, Twitter, website management.
· Knowledge of New England region and experience in the field of agriculture would be helpful though not required.
· Patience, sense of humor, ability to work well on a team.
Send resume to Annie Cheatham, President

PO Box 226

Shelburne Falls, MA 01370

413.625.3051, 413.522.5020

president@newenglandfarmersunion.org
