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Membership Sales Manager

Job Description 




	Team Member:
	
	Supervisor:
	Chief Advancement Officer (CAO)

	FLSA (Exempt/Non-Exempt):
	Exempt (Salary)
	Position (full or part-time):
	Full-time
	Location: 
	Topeka
	Travel Required:
	As per business needs

	Hours:
	As needed
	Supervises:
	

	Last Updated (date & by):
	
	Professional certifications/ Licenses required: 
	

	
	
	
	


	Mission:
	To enrich our community through wildlife conservation and education.

	Vision:
	We believe what we do changes the world. Every choice we make helps save the planet.

	DEAI Statement:
	Ensure everyone feels welcome and valued by striving to create an environment that is as diverse as the wild spaces we are trying to protect.

	Core Values:
	Must be embraced in decisions made, work culture and behavior, and influencing others. 

	Create
	We have a culture that welcomes all.  We build equitable experiences and relationships with our guests and team.  We are innovative with education, wellness, and conservation.  We cultivate memories, experience, and empathy.

	Adapt
	We listen and include others.  We are flexible to accept change and changing priorities.  We accept responsibility and we work well with others even in difficult circumstances.

	Steward
	We care for tomorrow today.  We set good examples.  We are honest in our communications and lead others well.  We value diversity.  We keep our promises.  We provide education to our team and guests while we continue to educate ourselves.  We protect our animals, our guests, and our team.

	Transparent
	We share information timely and accurately.  We are trusted with confidential information.  We have high ethical standards.  We are authentic.  We believe that transparency is the foundation for building trusting relationships.  We value diversity, equity, accessibility, and inclusion.





	Schedule:  
	Full-time hours are necessary to complete work assignments. Time allocations may shift seasonally, with increased focus on promotions and on-site sales during peak attendance periods and special events.

	45%
	Membership Sales & Program Management: 
• Develop and implement strategies to increase new memberships, renewals, upgrades, and retention.
• Manage day-to-day operations of the membership program, including benefits, pricing, and promotions.
• Monitor membership sales trends and adjust tactics to meet or exceed revenue goals.
• Support front-line staff with training, tools, and incentives to effectively sell memberships.
• Respond to member inquiries, resolve issues, and enhance overall member satisfaction.

	25%
	Promotions, Special Events & Revenue Initiatives:
• Design and execute creative promotions to drive attendance and membership sales.
• Collaborate with the Guest Engagement on bundled offers, seasonal campaigns, and limited-time promotions.
• Coordinate promotional activities tied to holidays, special events, and high-traffic periods.
• Evaluate promotion performance and refine strategies based on results.

	15%
	Collaboration with Guest Engagement:
• Work closely with the Guest Engagement Manager to align promotions with retail and concession offerings.
• Develop cross-promotional strategies that encourage increased per-capita spending.
• Support staff training on upselling and promotion awareness at points of sale.
• Assist in identifying new product or promotional opportunities that enhance guest experience and revenue.

	15%
	Marketing and Outreach:
• Collaborate with marketing staff to develop ideas and content for social media, email marketing, newsletter, website promotions, signage and other membership materials.
• Help develop seasonal membership campaigns tied to Zoo events, holidays, new animal arrivals, exhibit openings, and special initiatives.
• Represent the Zoo at community events, outreach opportunities, and partner activities.




Job Summary
The Membership Sales Manager is responsible for growing and strengthening the Topeka Zoo & Conservation Center’s membership program through sales, recruitment, retention, renewal, and exceptional member service. This position will develop and execute creative strategies to increase new memberships, encourage existing members to renew and upgrade, and maximize the value of membership as both a revenue source and a meaningful connection to the Zoo.
The Membership Sales Manager will serve as a visible and enthusiastic ambassador for the Zoo, helping guests understand the benefits of membership and inspiring them to become long-term supporters of the Zoo’s mission of exceptional animal care, conservation, education, and community engagement.
This position works closely with the Advancement, Marketing, Guest Services, Events, and Animal Care teams to create compelling membership opportunities and experiences. This position plays a key role in advancing the mission by strengthening guest loyalty, enhancing the visitor experience, and increasing earned revenue through innovative marketing, partnerships, and special promotions.
Duties and Responsibilities
Membership Sales & Revenue Growth
· Develop and implement strategies to meet or exceed annual membership sales revenue goals.
· Oversee the day-to-day operations of the Zoo’s membership program, including pricing strategies, benefits, AND promotions.
· Actively sell memberships to Zoo guests through in-person interactions, phone, email, online follow-up, special events, and targeted campaigns.
· Identify opportunities to increase membership sales during peak attendance periods, holidays, special events, and promotional campaigns.
· Develop strategies to convert daily visitors into members.
· Promote membership upgrades and encourage members to move into higher-level membership categories.
· Develop and implement membership contests, incentives, limited-time promotions, and other creative sales opportunities.
· Track sales performance and adjust strategies based on results.
Renewal & Retention
· Develop and manage an effective membership renewal program.
· Create timely and engaging renewal communications through email, phone, social media, and other channels.
· Monitor expiring memberships and develop strategies to reduce membership lapses.
· Identify opportunities to improve member retention and increase member lifetime value.
· Establish a proactive outreach process for members approaching expiration.
· Analyze cancellation and non-renewal trends and recommend strategies to improve retention.
Member Engagement
· Develop creative ways to make members feel valued, appreciated, and connected to the Zoo.
· Partner with other departments to create exclusive member experiences, previews, behind-the-scenes opportunities, and special events.
· Help develop and promote member-only benefits and experiences.
· Serve as a knowledgeable resource for members, answering questions and resolving concerns in a professional and positive manner.
· Gather member feedback and identify opportunities to improve the membership experience.
· Build relationships with frequent guests and encourage them to become long-term members.
Marketing & Promotion
· Work with the Marketing team to develop compelling membership promotions and campaigns.
· Contribute ideas and content for social media, email marketing, newsletters, website promotions, signage, and other membership materials.
· Help develop seasonal membership campaigns tied to Zoo events, holidays, new animal arrivals, exhibit openings, and special initiatives.
· Represent the Zoo at community events and outreach opportunities to promote membership.
Data & Reporting
· Maintain accurate membership sales and customer information in the Zoo's membership database.
· Monitor membership sales, renewals, upgrades, cancellations, and revenue.
· Prepare regular reports showing progress toward membership goals.
· Analyze membership trends and recommend strategies based on data.
· Track the effectiveness of promotions and campaigns.
Team Leadership & Collaboration
· Work closely with Guest Services staff to ensure consistent and effective membership sales practices.
· Train and coach staff on membership benefits, sales techniques, customer service, and promotional campaigns.
· Develop sales talking points and tools that make it easy for frontline staff to promote membership.
· Collaborate with Advancement, Marketing, Events, Education, Guest Services, and other departments on membership initiatives.
· Participate in staff meetings, planning sessions, Zoo events, and special projects as needed.
Sales Expectations
· The Membership Sales Manager will be expected to establish measurable goals and demonstrate consistent progress in:
· New membership sales
· Membership revenue
· Renewal rate
· Membership retention
· Membership upgrades
· Promotional campaign performance
· Member engagement

Qualifications
Required:
· 2+ years of experience in sales, membership development, promotions, fundraising, customer service, or a related field. 
· Experience with membership programs, nonprofit organizations, zoos, museums, attractions, tourism, hospitality, or similar organizations.
· Demonstrated ability to meet sales goals and achieve measurable results.
· Ability to work in point-of-sale systems, CRM or membership software, and basic data analysis tools.
· Customer-focused mindset with a passion for delivering exceptional guest experiences
· Excellent verbal and written communication skills.
· Strong interpersonal and relationship-building skills.
· Ability to confidently engage guests and make membership sales.
· Strong organizational skills and attention to detail.
· Ability to work independently while also collaborating effectively with a team.
· Proficiency with Microsoft Office and basic database systems.
· Ability to work evenings, weekends, holidays, and special events as needed.
Education and Experience
· Bachelor’s degree in marketing, business administration, communications, public relations, nonprofit management, hospitality, tourism, or a related field preferred. Equivalent experience may be considered in lieu of a degree. 
· Bachelor’s degree in marketing, business, communications, hospitality, or a related field preferred.
· Experience in attractions, museums, zoos, aquariums, or other visitor-focused organizations preferred.
· Proven track record of meeting or exceeding sales or revenue goals is strongly preferred.

Work Environment
· Customer & Staff Interaction: Regular interaction with guests, members, and staff, including handling customer questions and resolving concerns.
· Flexible Scheduling: Willingness to work evenings, weekends, and holidays, particularly during special events or peak seasons.
· Outdoor Environment: Ability to work outdoors in varying weather conditions.
· Animal Safety Awareness: Knowledge of and adherence to safety protocols when working around animals and animal habitats.
· Vehicle Operation: Ability to safely operate a golf cart and other zoo vehicles as required.
· Adaptability & Stress Management: Ability to manage multiple priorities, adapt to changing conditions, and remain professional in a fast-paced environment.
· Emergency Response: Ability to remain calm and respond appropriately during emergency situations involving guests or animals.

This job description does not state nor imply that these are the only activities to be performed by the team member holding this position. Staff are required to follow other job-related instructions and to perform other job-related responsibilities as requested by management.
In accordance with the Americans with Disabilities Act, it is possible that requirements may be modified to reasonably accommodate disabled individuals.  However, no accommodation will be made which may pose serious health or safety risk to the team member or others or which impose undue hardships on The Practice.  An individual seeking accommodation should contact Human Resources immediately.
|_|  I can perform this job without accommodation
|_|  I need an accommodation to perform this job

Job descriptions are not intended to and do not create employment contracts. Team members can be terminated at any time, for any reason not prohibited by law. FOTZ is an at-will employer.
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