National Congress of American Indians
1516 P Street, NW, Washington, D.C. 20005 - 202/466-7767

Position Name: Membership Coordinator
Reports To: Executive Director
ABOUT NCAI

Founded in 1944, the National Congress of American Indians (NCAI) is the oldest, largest, and most representative
American Indian and Alaska Native organization in the country. NCAl advocates on behalf of tribal governments
and communities, promoting strong tribal-federal government-to-government policies. We promote an
understanding among the public regarding American Indian and Alaska Native governments, people, and rights.

ABOUT THIS POSITION

The membership coordinator is key to the efficient operation of NCAl and will perform a wide range of
administrative and office support activities facilitate the efficient operation of the organization. The membership
coordinator also functions as the liaison between an organization and its members. This includes answering
queries, providing information, devising regular communication activities, and maintaining membership records.

DUTIES AND RESPONSIBILITIES
The primary duties of the Membership Coordinator include, but are not limited to:

o Develop and implement membership plans for retention of current members, and growth of new

e members.

e Coordinate, track, manage and evaluate all membership and renewal activities, including new member /

e renewal / and potential member mailings.

e Review and refine membership marketing and promotional materials including applications, welcome

e collateral, correspondence, and applicable forms.

e Provide creative input into fundraising approaches and membership drives.

e Create comprehensive updates and reports

e Process membership applications, payments, and supporting documents and do associated data entry.
Assist existing members with renewals.

e Oversee the member databases and lists; ensure information is accurate and kept up to date.

e Provide feedback on database improvements and stay abreast of current client management tools.

e Process registration, exhibitor, and sponsor applications and payments. And other Conference support

e Provide consistent updates to Executive Director.

e Confidently and professionally communicate with tribes and individuals who are members of NCAI, and
with the public as a representative of NCAI.

e  Work with the Executive Director to ensure that partnerships and affiliations with external organizations
are tracked and with Legal Counsel to ensure fulfillment of Memoranda of Understanding.

e Work with the Executive Director to coordinate outreach efforts involving NCAI board members.

e Work with Communications to coordinate member lists and information, and on promotional materials to
promote the benefits of NCAl membership.
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e  Work with Finance to ensure financial tracking of tribal, partner and individual memberships.

e Actively participate in staff meetings and keep staff informed of pertinent membership information.
e Serve as the backup, when needed, for light administrative duties.

e Support the mission of NCAI through other duties as assigned.

REQUIRED SKILLS, KNOWLEDGE, AND ABILITIES
e Associates degree preferred or 3 years of administrative assistance or coordinator roles.
e Proficient computer skills, including Microsoft Office or Google Suite, Trello, Salesforce.
e Excellent organizational skills and attention to detail.
e  Ability to work effectively with people from diverse cultural backgrounds.
e Proven communication and customer service skills.
e Professional demeanor as the first person many will meet representing NCAI, including cultural
awareness.
e Highly dependable.

WORK HOURS

This is a Forty (40) hours per calendar week position, fifty-two (52) weeks per calendar year; provided, however,
during the time periods leading up to, during, and immediately following NCAI conferences and similar events,
involvement up to Sixty (60) hours per week will be required.

COMPENSATION

Annual Salary: Negotiable based on experience and skill set related to the qualifications stated.

WORK ENVIRONMENT

Office Administrative Assistant position must work in the Washington, DC area and may work remotely.

To apply: please send your cover letter and resume to rteliszczak@glitc.org.
Thank you.
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