[image: image1.png]BOYS & GIRLS CLUBS
OF THE MIDLANDS




   JOB DESCRIPTION

Date:  July 11, 2006
Job Title:  Membership Clerk 

Position Classification:  Part-time

Reports To:  Unit Director  


General Function: 
Responsible for Club members, volunteers and visitors sign-in procedure(s) and maintaining accurate attendance records.  
Knowledge, skill and abilities:
Understand Organization’s philosophy, vision, and goals

Ability to deal with a diverse population of youth ages 6 to 18

Ability to deal diplomatically with general public

Professional demeanor

Strong interpersonal skills

Customer service skills

Job Responsibilities 
Utilize tracking software and computer equipment to accurately document member sign-in and sign-out procedures
Collect program service and membership fees

Manage membership database (entering new members, updating files)

Prepare and disseminate member Club cards

Manage communication with parents, staff and community (answer Club phone, relay messages, etc.)

Greet families, guests/visitors, members, and volunteers as they enter the Club

Ensure daily attendance count is accurately recorded & documented

Provide security for member entrance and report incidents of injury and destruction

End Results

A well-run control counter where membership applications are available and other organizational correspondence is maintained, sign-in procedures are evident and documented, and those entering the Club are greeted in a positive manner.

Disclaimer:

The information presented indicates the general nature and level of work expected of employees in this classification.  It is not designed to contain, or to be interpreted as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives required of employees assigned to this job.
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