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Coordinator, Member Retention 
Chicagoland Chamber of Commerce | Chicago, IL 

 
Reporting to the Sr. Vice President of Membership and Corporate Relations, the Coordinator, Retention 

provides support and assistance related to all outreach to current, expired and potential members. 

Activities include use of membership data base/system activities, scheduled and ad hoc list and report 

generation, and other activities as necessary to enhance the success of membership retention, 

recruitment initiatives and data quality. 

 
Essential Duties and Responsibilities: 

• Work with 4+year members to engage with the Chamber in order for them to renew their 

membership. Provide day to day support to members to ensure they are taking advantage of their 

membership, i.e. attending events, participating in councils. 

• Identify process and execute communications to current Non-Engaged Members. 

• Track engagement with pending renewals; identify future opportunities or challenges expressed by 

renewing members. 

• Connect with Expired Members to connect with VP, Membership to determine future engagement. 

• Recruitment Outreach; Screen High Scoring ACTON prospective member scores; All Pending 

Renewals/Grace Members. 

• Outreach to new members, 3- and 6-month phone calls. 

• Work closely with the membership department in increasing and securing member engagement at 

events, social media 

• Provide day to day support in member and prospective member research 

• Attend Chamber events. 

• Assist the membership team with special projects as assigned by the SVP. 

 
 

Qualifications: 

• Associates degree required, BA / BS degree preferred 

• Minimum of 2 years of experience in member relations 

• Experience as an employee of a nonprofit organization a plus 

• Excellent administrative, presentation, verbal and written communication skills 

• Excellent interpersonal skills, especially in dealing with membership and staff 

• Ability to work independently and as part of a team 

• Problem analysis and resolution skills at a functional and tactical level 

• Team player with strong work ethic and has the ability to maintain confidentiality 

• Familiar with Microsoft Suite and CRMs to track member involvement, documents and research 

• Work effectively as a team member to contribute to the efficient workflow and function of all forums 

and member events 

• Ability to work non-traditional hours including early mornings and evenings 

• Passion for the Chamber’s mission 

http://www.chicagolandchamber.org/


 
The base salary range for this position is $50,000 to $60,000 based on experience. The compensation package 
for new full-time employees includes a 401k with match, covering approximately 70% of the employee premium 
for health and vision benefits, 100% of the employee premium for dental benefits, and life insurance.  Additionally, 
the Chamber provides all full-time employees with a hybrid work environment, parental leave, two weeks of 
accrued vacation, transit benefits, access to an onsite fitness center, among other benefits.  
 
About the Chicagoland Chamber of Commerce   
The Chicagoland Chamber of Commerce is a nonprofit organization that represents more than 1,000 member 
companies, which collectively employ 400,000 employees and generate $24 billion in revenue. The 
Chamber combines the power of membership with its legacy of leadership and business advocacy to drive a 
dynamic economy. To learn more, visit www.chicagolandchamber.org.   

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To learn more or apply for this position, please send a copy of your resume and cover letter to Sara Barnett, 
Senior Vice President of Operations, via email (sbarnett@chicagolandchamber.org) and include the position 
title in the Subject line. 
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