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Membership Director

Your contribution to PrimeTime's vision

As the Membership Director of PrimeTime, your mission is to nurture and grow our diverse community by attracting and engaging members. Your primary responsibilities will focus on member attraction and engagement, ensuring a vibrant and inclusive environment where women can thrive and make the most out of their PrimeTime membership experience. This is a unique opportunity to champion the interests of a leading business and professional women’s association in Singapore, serving its diverse membership from over 30 countries since 1997.  
 

Your Main Responsibilities

· Member Attraction:  Collaborate with the Marketing team to develop and implement member attraction strategies, including messaging of member benefits including targeted campaigns, social media engagement, and networking events.  Develop plan to followup with Guests attending PrimeTime events to become a Member.
· Member Engagement and Retention: Develop and implement member engagement initiatives to ensure a fulfilling and enjoyable membership experience. Develop and implement strategies to ensure member retention and long-term membership satisfaction.  Organize one or two events annually for New Members to meet Board Members and understand how they can engage with the PrimeTime various member offerings and through PrimeTime Volunteer opportunities. 
· Relationship Management: Build and maintain strong relationships with existing members, serving as their main point of contact for membership-related inquiries and support.  
· Recruit, lead, and manage a team of volunteers to assist in the function of responding to membership enquiries.
· Maintain Key Documents: Historical data on Member Profile. Historical data on monthly Membership numbers. Annual review of Membership categories. 
· Attendance at PrimeTime events: Attend and support PrimeTime events to stay on the pulse of the PrimeTime community.
· Board Orientation and Succession: Each PrimeTime Board Member is required to participate in a Board Orientation Day at the commencement of their term; identify, mentor, and support PrimeTime member(s) to develop a succession plan and volunteer team for their portfolio; and, at the conclusion of their term, provide a comprehensive handover file and reasonable coaching support to ensure a smooth and effective transition to their successor.


How does this job interact with other Board members/leaders?
· President: Update on Membership issues.
· 1st VP: Acts as advisor to Membership Director. 
· Marketing Director: Manage communication of membership benefits, best practices for collecting membership data via website and member-centric approach for members to register, renew and access Membership Directory.
· Treasurer: Monthly reconciliation of paid members list.

· 1st and 2nd VP: Liaise for opportunities to promote PrimeTime membership with other organizations.

What volunteer support from the general membership is needed to perform this job?
· Deputy Membership Director.
· Membership Ambassador. 

Is this position a key contact with any outside organizations?
· In conjunction with 1st and 2nd Vice Presidents, promote PrimeTime membership to other organizations.

We want to hear from you if you …
· Are passionate about championing female empowerment and leadership.
· Have proven experience in membership management, community engagement, or a similar role, preferably in a multinational environment. 
· Have strong interpersonal and communication skills, with the ability to build rapport, listen effectively, and interact with a diverse range of individuals.
· Have exceptional organisational and project management skills, with the ability to multitask, prioritize, and meet deadlines.
· Are a creative thinker with a passion for community building, diversity, and women's empowerment.
· Have experience of using the Glue Up or a relevant membership management software.
· Have familiarity with the non-profit sector and an understanding of the challenges and opportunities related to membership attraction, engagement, and retention.   

Time requirement: ~15h/month
The above number is an approximation that includes attending a PrimeTime Board meeting, handling the Membership Director responsibilities, and attending PrimeTime events.

· 2nd Thursday event (3)
· SIG event (3)
· Board meeting (3)
· Update paid member database (2)
· General communication with memberships (4)
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For further details, kindly reach out to the Secretary at: secretary@primetime.org.sg
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