
Starting salary range is $25/ hour - 32 to 37.5 hours/week. 
Contract with potential to move to a permanent position. 
Comprehensive Benefits Package.  
Some flexibility for hours worked may be required. 
Work from home.  
Some travel between Edmonton and Vancouver may be required. 

MEMBER SERVICES COORDINATOR  
 

–––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
ACCA (Alberta Community & Co-operative Association) (Alberta Community Co-op)/BCCA (British Columbia Co-op Association) and Allied Community &
Co-operative Shared Services (ACCESS) are looking for a Member Engagement Coordinator to act as the liaison between our organizations and our
members.
 
Under the direction of the Director of Communications and Member Services, the Member Services Coordinator will work closely with ACCA/BCCA’s
Communications team and ACCESS Project Partners to support the coordination of a robust community engagement process and to create vibrant
member-centric services and supports. 
 
About ACCA/BCCA
Our vision is to establish ACCA/BCCA as the knowledge and resource centre for co-ops in BC and Alberta. Endeavour to make BC and Alberta the most co-
op-friendly jurisdiction in the world. We advance a vision of a caring, creative and humane society and a fair and innovative social economy through our
work. We build a strong co-op sector and provide education, advocacy, and development services to support our ACCA and BCCA members and raise
community awareness of co-operatives. 
 
About ACCESS
The Allied Community and Cooperative Shared Services (ACCESS) is a nonprofit co-operative shared service model specifically formed to provide
administrative back-office collaboration for civil society organizations across Alberta and British Columbia. ACCESS provides co-aligned shared staff
understanding of civil society organizations' unique needs. It is an innovative, collaborative solution that fills service gaps and increases efficiencies,
allowing nonprofits and cooperatives to focus on what they do best.
 
About the position
The Member Engagement Coordinator will share their time equally between ACCA/BCCA and ACCESS. They will be responsible for all aspects of
membership and serve as the first and primary point of contact and support for both organizations’ membership activities. 

A friendly, courteous, and helpful demeanour is required as you interact with contacts and strengthen the link between the ACCA/BCCA and our
members. You are quick to connect callers to service offerings, seek new avenues to accomplish the workload, and share data that will help improve
deficiencies. You seek new ways to move the bar up. 

Success in the position will be measured by increasing member engagement, retaining existing members, attracting new members, and enrollment in
service offerings that lead to greater member satisfaction. Our membership coordinator is an outstanding communicator with a creative talent for
building and promoting strong relationships between members and the organization. 

  
 



Handle all things ‘membership’, including answering questions and responding to information requests, by contacting members over the phone to
increase personal interaction and build a sense of connection. 
Champion and promote organization initiatives that benefit members through phone calls and other proactive engagement. 
Be the resident expert and operator of the membership database/CRM. This includes processing membership applications and renewals and
maintaining and updating membership records. 
Collect data, track membership statistics, and prepare reports. 
Proactively communicate and promote the value of membership to new and existing members. 
Facilitate and revise new member application processes through a welcome and orientation process, including onboarding new ACCESS clients.
Develop and execute growth strategies to increase membership and strengthen retention. 
Coordinate with the finance department to track membership revenue. 
Prepare thoughtful and intentional membership communications, including monthly newsletters, web content, social media, emails, and other
member communications for approval to support strategic departmental timelines and objectives. 
Support initiatives to deliver a range of events and engagement strategies that add value for members. 
Become knowledgeable about the basic information regarding ACCESS’ service offerings (ex., Bookkeeping, IT, and legal services) to answer
frequently asked questions
Provide support to achieve client/service provider satisfaction and resolutions
Engage current and former clients to obtain feedback
Research and proactively reach out to potential new members and clients

Diploma or degree in a related discipline, or an equivalent combination of experience and training. 
Previous two years' experience in account management or customer/member services. 
Comfortable interacting with people over the phone and online 
Vision, creativity, and an entrepreneurial spirit, combined with solid project management skills, are critical in this position. 
Able to prioritize and manage multiple projects at once while meeting deadlines 
Proficiency in MSO, Wordpress, Newsletter software, Social Media platforms, project management (ex. Airtable), and database management. 
Excellent verbal and written communication skills. 
Excellent member service skills. 
Able to work both independently and collaboratively - in a virtual team setting 
Highly organized. 

Sales experience 
Knowledge of and passion for nonprofit and co-operative business models 
Experience with graphic design 
Proficiency with Wordpress 
Excellent command of written and spoken English 
Excellent attention to detail, well organized and self-motivated 
Savvy and able to quickly learn and adapt to tech & organizational systems 
Experience working in a non-profit and or a co-operative setting 

 Some of the typical responsibilities include: 

 
Qualifications and Competencies:

Assets:

 
Home Office Requirements: 
A computer can be made available. Access to a reliable internet source is mandatory.
 
To Apply: 
Please submit a cover letter with your resume. We thank all applicants for their interest; however, only applicants selected for an interview will be
contacted. 


