
 
 

 
 

Senior Membership Manager 
 

 
About The DoSeum (www.TheDoSeum.org) 
 
The DoSeum is the city’s only museum exclusively devoted to children under 10.  With two floors of 
interactive exhibits and a variety of early literacy, science, health and art activities, The DoSeum’s vision 
is to be a premier learning resource that helps develop innovative thinkers capable of meeting the 
challenges of the 21st century.  The museum’s mission is to grow minds, connect families and transform 
communities through joyful learning and discovery.   
 
JOB SUMMARY  

Reporting to the VP of Business Operations and Guest Experience, the primary purpose of this position is 
to develop and implement strategies for increasing individual member retention, renewal, and 
acquisition. The Senior Membership Manager supervises the Membership Coordinator; and as a team, 
works closely with the development, guest experience departments, and other DoSeum staff to ensure 
all membership goals are met and that members have a positive experience with the organization. The 
Senior Membership Manager will have strong leadership skills, will be an innovator, and will take initiative 
to build a dynamic, and donor-centered membership program.  
 
ESSENTIAL RESPONSIBILITIES  

• Creates and implements new and existing membership initiatives for the acquisition of new 
members, the renewal of current members, and the return of dropped or lapsed members. 

• Develops “member-only” programs and events that attract new members and engages and 
retains existing members. 

• Develops and implements a membership strategy to identify opportunities that promote The 
DoSeum resulting in the recruitment of new members. 

• Promotes museum membership with staff by creating and managing a staff incentive program for 
recruiting new members and the renewal of existing or lapsed members. 

• Designs and implements a weekend membership recruitment strategy. 

• Works closely with the marketing team to develop creative concepts and the writing of content 
for membership appeals, renewals, and welcome packages. 

• Works with the Volunteer Coordinator to encourage memberships among volunteers. 

• Coaches and trains Guest Ambassadors on membership benefits and talking points. 

• Oversees membership renewals on a timely basis. 

• Works closely with the Development team to cultivate and steward members. 

• Ensures a positive member experience by obtaining feedback from members, determining 
member satisfaction and needs.  This may include surveying members during events, making 
phone calls or conducting online surveys. 

• Designs and implements the member perks program in partnership with The DoSeum’s leadership 
team and coordinates upgrade strategies and cultivation approaches in partnership with the 
Development team. 

 
 



 
 

• Creates, compiles, and analyzes daily, weekly, and monthly membership reports to ensure annual 
membership goals are met. 

• Manages multi-channel direct marketing campaigns, integrating printed mailings with emails, 
renewals and webpage content as it applies to the membership program. 

• Strategizes new ways to increase revenue through the engagement of existing and new members, 
and increases visibility for The DoSeum. 

• Participates in organization-wide and donor cultivation events. 

• Provides excellent customer service for future and current members. 

• Other duties as assigned. 
 
MINIMUM QUALIFICATIONS 

• Bachelor’s degree in Hospitality, Business Administration or related field; or equivalent combination 
of education and experience 

• 1-2 years of experience in the nonprofit sector, preferably in the areas of development, membership, 
marketing or outreach 

• Excellent organizational, interpersonal, and customer service skills 

• Fiscal responsibility including developing and managing budgets  

• Excellent verbal and written communication skills 

• Ability to work independently and as part of a dynamic team 

• Ability to relate effectively to diverse groups of people from all social and economic segments of the 
community 

• Flexibility to work weekends and evenings  

KNOWLEDGE, SKILLS, AND ABILITIES 

To perform the job successfully, an individual should demonstrate the following: 
 

• Analytical, Problem Solving, & Organizational Skills - Gathers and analyzes information skillfully and 
can efficiently execute on multiple priorities/plans/ideas. Ability to work in a complex organization, 
work with all Museum team members, flexibility, and willingness to negotiate and compromise.  
Ability to meet critical objectives while considering the impact of those decisions and activities on the 
ability to achieve long-term goals. 

• Verbal & Written Communication; Interpersonal Skills - Clarity of speech, remaining calm and 
focused, being polite and listens to others without interrupting; Keeps emotions under  

 control. Edits work for spelling and grammar. Ability to read and comprehend simple 
 instructions, short correspondence, and memos.  

• Computer & Office Equipment - Proficient in standard business office software such as MS Word, 
Excel, PowerPoint, websites, and general databases. Proficient in and able to learn various office 
equipment uses such as copier, printer, paper folder, and postage machine. 

• Ethics & Judgment - Treats people with respect; tactfully approaches others, works with integrity, and 

exhibits sound judgment; Upholds and demonstrates museum values; Keeps sensitive data and 

information confidential.  

 

 
 
 
 



 
 

 
 
 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 

The physical demands and work environment described here are representative of those an employee 
may encounter while performing the essential functions of this job.  Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 

• Flexible working hours; requires working weekends, days and evenings. 

• Variable exposure to noise, weather and elements. 

• Constant working with the public and employees. 

• Ability to lift up to 35 lbs.  
 
APPLICATION PROCEDURE   

Submit resume, the names of three references and cover letter indicating interest and qualifications to 

HR@thedoseum.org. Please reference “Position: Senior Membership Manager” in the subject line. 

The above statements are intended to describe the general nature of work performed by the Senior 

Membership Manager.  They are not to be construed as an exhaustive list of all responsibilities, duties and 

skills required of this position, which can be revised real-time at the discretion of the VP of Business 

Operations and Guest Experience. The DoSeum is an equal opportunity employer. 

 


