
JOB DESCRIPTION 
 

Date: December 7, 2017 
Position Title: Membership Manager 
Department: Development 
Supervisor: VP of Development 
Schedule: Full time 
FLSA: Exempt 

 
 

About Riverkeeper 
Riverkeeper is New York’s premier water quality advocate. Our mission is to protect the 
environmental, recreational and commercial integrity of the Hudson River and its tributaries, and 
safeguard the drinking water of nine million New York City and Hudson Valley residents. With an 
annual operating budget of $4.5 million, Riverkeeper is a mid-sized not-for-profit operating in the 
Hudson Valley.  This is an exciting opportunity to join a dynamic organization experiencing significant 
growth.   

 

Position Summary 
The Membership Manager (MM) is responsible for the stewardship of Riverkeeper’s members, who 
each give $1 or more to the organization. The goals for this position are to at least double the 
number of members (currently at 4,000) and secure a sustainable funding stream for the 
organization’s work to reach $1M within a five-year period.   
 
S/He will plan and execute creative campaigns using a wide variety of strategies, including both 
broad and targeted outreach through print and digital communications, text-based messaging, 
influencers, and social media, to inform and increase Riverkeeper’s membership. S/He will be 
familiar with digital best practices and marketing techniques. S/He will ensure that the database and 
administrative processes that support Membership run efficiently, from interactions with members 
to data and gift entry, to acknowledgments. S/He may also provide support for special events, 
outreach, and volunteer events. 
 
The Membership Manager reports to the VP of Development and will collaborate closely with other 
Development staff, and the Advocacy and Engagement and Communications Departments.   
 

Specific responsibilities include, but are not limited to: 
● Solicitation of new members to Riverkeeper using all print, digital, and social  channels 
● Stewardship and renewal of existing Riverkeeper members 
● Creation of direct mail, digital, social media, and text-based  membership campaigns 
● Coordination with Advocacy and Engagement Department to create strategies to convert 

volunteers to members 
● Coordination with with Communications Department to schedule and manage e-blasts, online, 

and social media campaigns 
● Management of membership records within the donor database  
● Identification, qualification, and movement of members through a donor pipeline to major gifts  
● Working with Database staff to pull mailing lists, queries, and reports from Raisers Edge 

database 
● Supervision of acknowledgment procedures for Membership, list maintenance, and 

membership data clean up as needed 



● Face-to-face solicitation meetings and calls with higher level members as needed 
● Management of membership budget, business reply mail account, and relationships with Post 

Office, and other giving vehicle accounts such as iGive, Earthshare and others as needed.  
● Assistance with and attend special events, and outreach and advocacy events 
● Other duties as assigned 

 
Ideal Qualities and Characteristics 
The ideal candidate will be creative, entrepreneurial, proactive, collaborative, detail-oriented, 
reliable, and flexible with a strong ability to meet deadlines and multitask.  The candidate should 
thrive in a fast-paced environment, managing multiple priorities and projects. S/he must have 
excellent computer, written, and oral communication skills and enjoy collaborating with a wide 
variety of people and situations. S/He must be able to both work in a database and enjoy interacting 
with people to persuade them to support Riverkeeper’s work.  

 

Ideal qualifications include: 
● 3+ years of membership experience, ideally within a not-for-profit development department  
● Experience with fundraising through digital channels and social media campaigns  
● Experience managing Direct Mail campaigns 
● Technical proficiency with Blackbaud Raisers Edge and/or similar database programs  
● Strong analytical skills, demonstrated ability to manage projects and workflow, using time and 

resources effectively. 
● Proficiency in the use of current Microsoft Office and Google software applications  
● Enthusiasm for the Riverkeeper mission and for helping the Development team reach its annual 

goals for financial growth; 
● Discretion and confidentiality with respect to donor records; 

● BA/BS or equivalent required 
● Sense of humor, dependability, and collaborative spirit a must 

 
Working Conditions 

● Requires availability beyond regular office hours for events on evenings and weekends. 
● Must be able to work in close quarters, in an open workspace.    
● This position is fulltime at 40 hours per week with full benefits.  Salary is commensurate 

with experience. 
 

Location: Riverkeeper is located in Ossining, New York, on Metro-North Hudson line. 
 
Riverkeeper is an equal opportunity employer and provides opportunities to all employees and 
applicants, regardless of race, color, religion, gender, sexual orientation, national origin, age, 
disability, and military status. 
 
To Apply: Please send cover letter, writing sample and resume to humanresources@riverkeeper.org 
with “Membership Manager” as the subject line. No phone calls please. 
 
 
 


