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Coordinator, Membership
Canadian Urban Transit Association

Company Information
The Canadian Urban Transit Association (CUTA) is the collective voice of public transit in Canada.  Membership consists of over 500 public transit systems, private sector businesses serving the industry, as well as government agencies and affiliates.  CUTA’s mission is to strengthen public transit's contribution to the quality of life, environment, health, mobility and economic development of Canadian communities, and to help members fulfill their mandates.


Job Description
Reporting to CUTA's Director of Training & Membership Development, this position is responsible for managing membership acquisition, renewal and retention with a focus on growing membership and creating awareness of CUTA member offerings to enhance member participation.
Key Responsibilities:
· Implementation of a membership acquisition and retention strategy
· Assist the Director in developing and implementing new member prospecting, acquisition and retention programs, and member benefit and services enhancements
· Identify prospective non-members (conference delegates, other associations, transit industry advertisers, etc.) with the cooperation of other departments and develop target lists for recruitment efforts
· Timely response, tracking and follow-up to inquiries from prospects requesting information on services and benefits of membership, dues information/quotes and application procedures
· Processing of new members from initial inquiry and receipt of application to inclusion in the IMIS database and filing of member application
· Coordinate and verify weekly membership information, delivery of membership welcome/solicit package, and telephone verification of receipt and to provide further assistance
· Coordinate annual membership renewals, including reminder notices, personalized letters, e-mail notices, and telephone contact
· Manage the member database to ensure accuracy and security of information and tracking of all member contacts
· Prepare a monthly status report on membership status, recruitment activities and tracking of member inquiries by type, and bi-annual Membership Report for Board of Directors
· Prepare membership data and assist the Director in preparing the annual Membership Directory using IMIS 
· Acknowledge resignations with phone call, exit questionnaire, & retention attempt
· Work closely with Finance department to maintain accurate membership fee revenue records   
· Provide administrative support and assistance to the Director, Training & Membership Development as required to achieve the Department’s goals and objectives
Skills Knowledge:
· Membership administration
· Strong database skills 
· IMIS database experience
· Excellent Excel and MSWord 
· Internet research
· Data analysis and reporting
· Bilingual English and French
· Exceptional verbal and written communication skills
· [bookmark: _GoBack]Strong customer service and telephone skills
· Detail-oriented


If this position interests you, please submit your résumé and a cover letter by email to:
Ms. Becky Benaissa, Director of Finance & Administration
Canadian Urban Transit Association www.cutaactu.ca
benaissa@cutaactu.ca

We thank all applicants however regret that only candidates selected for an interview will be contacted
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