
 

 We’re Looking for You! 
 Member Relations Coordinator 

 
 

Working closely with the VP of Member Relations, this position will track and maintain 

membership statistics, respond to member inquiries to enhance the overall YWiB Vancouver 

membership experience! 

 

You: You have an eye for data analytics – you love tracking and translating the data. You thrive 

in administrative tasks and enjoys being the backbone support behind a successful team! 

 

Role:  

 Assist and implement CRM system for membership data management (once CRM 

system is selected). 

 Maintain YWiB Vancouver member directory with an up-to-date mailing list. 

 Manage and ensure membership fees are paid; send email reminders to members to 

encourage membership renewal. 

 Administer membership surveys and process data collection for semi-annual 

program satisfaction survey and survey before annual renewal. 

 Track and report membership statistics including but not limited to new 

memberships, member event attendance, and inactive members. 

 Establish relationship with current and former members to conduct causal check-ins 

and follow up with inactive members.  

 Produce member specific blogs and social media spotlights. 

 Coordinate and work closely with YWiB Vancouver team as needed 

 Attend bi-weekly all team YWiB meetings and any “conference only” meetings as 

required 

 

Skills/Characteristics that We’re looking for: 

 Highly organized, energetic and detail-oriented 

 Intermediate to advanced excel skills with an interest in data analysis 

 Excellent verbal and written communication skills 

 Ability to act as an ambassador of YWiB Vancouver in the community 

 Ability to work independently, under pressure and as part of the team 

 

Benefit you’ll gain: 

 Access to business leaders as a YWiB Executive 

 Develop your ability to communicate with purpose  

 Learn to achieve measurable results  

 Be the face of YWiB in the business community 

 

This volunteer position requires a 1 year commitment. The successful candidate must attend our team 
meetings (every 1st and 3rd Monday). Time commitment will vary but will not exceed 8 hours a week. 
Please submit a resume to jessie@ywib.ca with the subject line “Member Relations Coordinator – Your 
Name” 


