MEMBER SERVICES PROGRAM SPECIALIST

General Statement of Duties

	Performs a variety of administrative and clerical duties, related to the SEANC Member Services program, requiring substantive knowledge of SEANC operations and considerable independence in managing special assignments or projects.  


Distinguishing Features of the Class

	The employee in this class independently performs a wide variety of skilled duties for the Program Division and the Member Services Department.  The employee will assume administrative responsibility for the Member Services Department as assigned by the Director of Member Services.  While some of the duties listed herein may be primarily to this position classification, this employee performs complex and detailed work, acting as backup for the Member Services Program Specialist team member’s assigned primary responsibilities.  This employee will serve as the liaison and secretary to the Member Discount Committee and Member Discount Chairperson, Examples of work performed by the position assigned to this classification include a wide variety of correspondence and public contact with members, potential members, Theme Parks, various companies, department and university payroll offices, processing non-electronic university/school system payrolls, the Member Discount Committee, districts and members. Work requires tact and diplomacy in public contact, as well as, ability to process necessary information in a timely manner.  This employee must have substantive knowledge of committees and staff activities as it relates to the overall organization procedures and philosophy.  Guides for completing tasks may be limited in some cases; therefore, requiring use of sound judgment in selecting the appropriate course of action, as well as working with varied complex records and files; and strong staff support skills to the Director. Work is supervised by the Director of Member Services and is evaluated through conferences, accuracy and completeness of records and observation of work results obtained 


Duties and Responsibilities

Essential Duties and Tasks


Serves as the staff liaison (in conjunction with the Director of Member Services) for the Member Discount Committee, the Committee Chairperson and serves as the secretary for the Committee, and is responsible for staffing the Member Discount committees with Director assistance.  

Administers the Member Discount Program, including maintaining data logs of discounts and vendors.  

Prepare and sends new and deleted businesses to PerksCard to add to SEANC link. 
	
Verifiying new business verification forms for approval by Director.

Responsible for maintaining accurate list of businesses on the Benefits page of the SEANC website.

Prepare weekly discount to be used in the Friday e-newsletter, The Scoop.

Serves as the initial contact for new vendors/businesses interested in providing a discount to SEANC members.  This employee must respond in a timely manner to all questions/inquiries and promote SEANC and ensure the best discount for members.  Provides Director with all information before business is approved.

Solicit new businesses to provide a discount to members.  Must be able to explain the purpose/mission of SEANC and why it is beneficial to be a part of the Member Discount Program.  Also responsible for contacting businesses when they do not provide the SEANC discount.

Administer the Theme Park Ticket Program and serves as staff liaison to the State Employees’ Credit Union (SECU) and Theme Parks, with Director assistance.  

Handles correspondence with members and Credit Union related to the theme park program.  

Verifies all (approx. 114,000) theme park tickets before Ticket Packing and delivery day to the SECU for distribution to 250+ branches, including all park operating calendars, ticket verification spreadsheet, ticket sign-off sheets for all SECU branches and other preparations for ticket distribution. Verifies all theme park tickets returned from SECU after the season and return to the various parks for reconciliation. 

Responsible for ticket re-orders and verification of the tickets before they are delivery to the SECU throughout the theme park season. 

Works closely with the SECU and theme parks to resolve any ticket issues throughout the theme park season.

Process theme park tickets sold directly through the SEANC Office, including processing credit card payments and mailing/emailing tickets to members.

Reconcile theme park ticket sales monthly for payment to all parks with final payment approval from Director.

Processes new and renewal membership card requests from the SEANC website, run and format the file from APPX, forward to the outside vendor for mailing.


Work with 181 university and school system payroll departments to resolve all payroll issues involved in the collection of members’ dues or program deductions.   

Processes refund requests for programs deduction overpayments from non-electronic payrolls.

Handling updating Update membership records per reports from school payrolls.

Ensure that members who work at 8, 9, 10 and 11 month schools are properly updated in APPX.

Prepare monthly new member reports to be submitted to the Director.

Process membership delinquent letters and renewals monthly.

Serves as backup to the second Member Benefits Program Specialists in the carrying out of their varied duties.  Reports Directly to the Director of Member Benefits.

Maintains postage account for membership card and other mailings.


Shared with Other Specialists:

Assists with the resolution of invalid mailing addresses.  

Provide discount materials for Member Action Coordinators to promote to our members and non-members across North Carolina.

Address changes per calls from members.

Mail discount materials to members per phone and email request.  

Assists member navigate the SEANC website and the PerksCard website to locate discounts.



Recruitment and Selection Guidelines

Knowledge, Skills, and Abilities
	Ability to demonstrate skills in Word, Excel, and PowerPoint.
Considerable knowledge of office practices and procedures.
Considerable knowledge and ability to use correct grammar, vocabulary, and spelling.
Ability to plan, organize, and review work flow and procedures and arrange work priorities, which come from multiple directions.
Ability to maintain work standards for an efficient office operation.
Ability to schedule and coordinate a variety of appointment, meetings, and other committee activities.
Ability to compose independently following established guidelines
Ability to type with accuracy and operate a variety of software programs on automated equipment.
Ability to use judgment in organizing and establishing arrangements and formats.
Ability to organize and effectively process and maintain SEANC records and file activities.
Ability to establish and maintain effective working relationships with a wide variety of groups and individuals.
Ability to communicate effectively in oral and written forms.
Ability to use computers, calculator, adding machine, and related office equipment

Additional Job Duties
	Performs related duties as required and or assigned.

Physical Requirements
Must be able to physically perform the basic life operational functions of fingering, talking, hearing, and repetitive motions.
Must be able to perform sedentary work exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift or move objectives.

Desirable Education and Experience
Graduation from a two-year business school with one year of secretarial or office assistant duties or graduation from high school with a concentration in secretarial or business courses and three years of responsible secretarial or clerical experience.  Supervisory experience preferred. An equivalent combination of education and experience will be considered.
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