
 

        
     
      

DECATUR FAMILY YMCA 

Job Title: Membership Coordinator  

FLSA Status:  Full Time Exempt   

Reports to: Director of Development & Membership Revision Date:  10/29/2018 

  

POSITION SUMMARY: 

Directs all aspects of membership for the association including recruitment of new members, retention of existing 

members and supervision of assigned staff.  Develops, plans and implements new procedures and methods to achieve 

strategic goals. 

ESSENTIAL FUNCTIONS: 

 

1. Recruits, hires, trains, develops, schedules and directs member engagement specialists and volunteers as needed. 

 Reviews and evaluates staff performance. Develops strategies to motivate staff and achieve goals. 

2. Provide for a customer-friendly, orderly and efficient membership operation that includes: check-in, receipting, 

access control, tours, telephone and reception functions.  

3. Become an expert on the YMCA and its programs so that accurate and up-to-date information is give on programs, 

fees and fee structures.  

4. Promotes program and membership enrollment in interactions with existing and potential members. Coordinates 

program registration, including logistics to support phone, walk-in and web registration. Develops and manages 

retention plan and strategies with guidance from the Membership Director.  

5. Participates in the planning of the annual budget; manages and implements the approved budget for membership 

and takes appropriate action to correct variances 

6. Ensures proper implementation of front desk procedures. Reviews and updates desk procedures and 

communicates changes to staff.  Coordinates with the business office as necessary on financial transactions. 

7. Assists with organizing membership events and special events at the YMCA and represents the YMCA at 

community events to promote the YMCA. 

8. Participates in staff meetings and/or related meetings. 

9. Develops and maintains data on tour protocols, member contact protocols and tracking of tours, visits, sales and 

member calls.  

10. Maintain a positive and organized work environment contributing to a friendly and inviting atmosphere.  

 

YMCA COMPETENCIES (Team Leader): 

 

Mission Advancement: Models and teaches the Ys values. Ensures a high level of service with  
a commitment to changing lives.  Provides volunteers with orientation, training, development, and recognition. 
Cultivates relationships to support fund-raising. 



 

 

Collaboration: Champions inclusion activities, strategies, and initiatives. Builds relationships  
to create small communities. Empathetically listens and communicates for understanding when negotiating and dealing 
with conflict. Effectively tailors communications to the appropriate audience. Provides staff with feedback, coaching, 
guidance and support. 

Operational Effectiveness:  Provides others with frameworks for making decisions. Conducts prototypes to support the 
launching of programs and activities. Develops plans and manages best practices through engagement of team. 
Effectively creates and manages budgets. Holds staff accountable for high-quality results using a formal process to 
measure progress. 

Personal Growth: Shares new insights. Facilitates change; models adaptability and an awareness of the impact of 
change. Utilizes non-threatening methods to address sensitive issues and inappropriate behavior or performance.  Has 
the functional and technical knowledge and skills required to perform well; uses best practices and demonstrates up-
to-date knowledge and skills in technology 

QUALIFICATIONS: 

 

1. Must be congenial, friendly outgoing and relationship oriented.  

2. Bachelor's degree in related field preferred or equivalent combination of education and experience. 

3. Previous supervisory experience in customer service preferred. 

4. Excellent personal computer skills and experience with standard business software. 

5. Ability to relate effectively to diverse groups of people from all social and economic segments 

6. Minimum age requirement of 21. 

7. Typical requirements within 30 days of hire include: completion of: Child Abuse Prevention for Supervisory Staff; 

Working with Program Volunteers; CPR; First Aid; AED; Blood borne Pathogens. 

8. Completion of YMCA program-specific certifications; including Listen First within 90 days, Trainer level within one 

year. Customer Service training within 90 days if not current. Ability to train others 

9. Ability to relate effectively to diverse groups of people from all social and economic segments of  

the community. 

 

PHYSICAL DEMANDS: 

Sufficient strength, agility and mobility to perform essential functions and to supervise program activities in a wide 

variety of indoor and outdoor locations (depending upon the programs). 

 

AREA SPECIFIC DUTIES: 

 Hires, trains and supervises assigned staff which may include membership staff, interns and volunteers. 

 Maintains equipment and oversees, phone system, membership systems, access systems. 

 Purchases equipment, parts and supplies as required. 

 Coordinates and schedules equipment maintenance and repairs. 

 Monitors daily operations to adhere to all YMCA health and safety standards and policies. 

 Secures facilities and supplies for activities and events. 

 It is essential that a growth in membership be targeted at 15% with a retention increase of 5% per year to at 

least 70% total retention. 

Any and all other duties as determined by the Director of Development & Membership. 

 

Staff Member’s Signature_______________________________________________Date_____________ 

 

Supervisor’s Signature_________________________________________________Date____________ 

 

DECATUR FAMILY YMCA 

220 West McKinley Ave. Decatur, Il 62526 

Phone 217-872-9622  Fax 217-872-4294 

www.decaturymca.org 


