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Membership Assistant

People For the American Way Foundation conducts research, legal, and education work on behalf of First Amendment freedoms and democratic values; monitors, exposes, and challenges the Religious Right movement and its political allies; identifies, trains, and supports the next generation of progressive leaders through its Young People For youth leadership programs and its Young Elected Officials Network; and carries out nonpartisan voter education, registration, civic participation, and election protection activities.  

This is an excellent opportunity for someone who is interested in learning about membership and development activities in a nonprofit organization.  Under the supervision of the Membership Director, this position will provide service and support to donors and members.
Responsibilities:

· Serve as primary point of contact for all membership inquiries.  Receive and answer calls, letters, and emails regarding contributions and membership status, ensuring timely response.  Respond to requests for membership information.
· Coordinate weekly donation acknowledgement process for direct-mail donors under $250, working with mail shop to produce bulk acknowledgements.  Work with membership director and development administration staff to assess need for all new acknowledgement letters and streamline the acknowledgement process.

· Review mail returned from caging service to assign source codes, process donations under $1000, and return incorrect donations (e.g., incorrect date, no signature) to donors for clarification.  Determine and implement best course of action for other comment mail (e.g., change of address, do not solicit months).

· Update and maintain donor information in the membership database in a timely and consistent manner.  Will make address changes, link donor records, combine duplicate records, identify and correct data entry errors, and enter special coding information (list codes, mail codes, etc.).  Monitor data entry of low-dollar donations by outside service bureau.  Track matching gift applications.

· Maintain inventory of all membership materials, including letterhead, welcome packets, membership ID cards, congressional directories, and other collateral materials.  Work with administration department and outside vendors to order materials as necessary.
· Work with web staff to ensure that the membership section of the website is comprehensive and easy to use. Recommend changes to layout and navigation; draft web text as needed.  Periodically review and revise donor FAQ information.

· Assist with other department projects and organizational activities, as needed.

Qualifications:
· Previous administrative experience; well-organized and able to manage details efficiently;

· Excellent written and oral communication skills, including proofreading and editing;

· Ability to work effectively in a fast-paced environment with multiple priorities and frequent deadlines;

· Ability to work both independently and with supervision;

· Computer proficiency, including MSOffice, Outlook, and Internet tools; must have database and spreadsheet experience;

· Discretion and mature judgment in handling sensitive and confidential information; and
· Interest in development activities, and commitment to progressive causes desirable.

To apply, send resume and statement of interest to: Colleen O’Day, Director of Human Resources, People For the American Way Foundation, 2000 M Street, NW, Suite 400, Washington, DC  20036; email: hr@pfaw.org.
People For the American Way Foundation is an Equal Opportunity Employer
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