
 

 

 

 

  
 
   
  
 
 
Position Title: Membership Coordinator 
Organisation: PBS 106.7FM 
Location of Job: 47 Easey St, Collingwood 
Hours: Four days (0.8 FTE) 
Pay: $52,500 pro rata + super 
Answerable to: Marketing and Events Manager 
 
For more than 40 years, community broadcaster PBS 106.7FM has been an integral player in Melbourne’s diverse music 
community. With over 80 specialist music programs ranging from soul to garage to country to jazz, PBS is dedicated to 
nurturing, inspiring and championing Melbourne’s diverse music community.  As a community broadcaster, PBS values 
it’s independence, which is underpinned by listener support, through membership (subscription), donations and 
bequests. 
 
PBS 106.7FM is looking for a team player with initiative, an eye for detail, solid admin abilities, and with excellent 
communication skills to join the station as Membership Coordinator. The successful candidate will have a keen 
understanding of community radio and interest in Melbourne’s diverse music scene.  
 
The Membership Coordinator works within the Marketing & Events department, with a primary focus of ensuring PBS 
has a strong membership base now and in the future. The Membership Coordinator may also assist with station 
communications, marketing, station events, website, EDM & social media when required. The role is also responsible for 
overseeing membership volunteers and maintaining the PBS online shop.  
 
Duties and Responsibilities: 
This role includes, but is not restricted to, the following duties and responsibilities. Tasks may be added from time to 
time to meet with organisational needs. 
 

 Manage all day-to-day membership and donation services 
 Plan and implement strategies for maintaining the membership base and attracting new members to PBS 
 Maintain internal and external communications regarding membership  
 Maintain communications for renewing and lapsed members 
 Process and report on membership financials as required  
 Answer membership enquiries and provide a high level of customer service 
 Manage membership and shopify mail  
 Train and manage volunteers to help the membership department 
 Maintain and grow the PBS member discounters portfolio 
 Plan and deliver annual Radio Festival membership drive and other member campaigns 
 Manage targeted fundraising campaigns including donation drives 
 Maintain the PBS online shop (shopify) 
 Assist, and in some cases drive the delivery of station events within the Marketing and Events team 
 Assist with the Bequest program 
 Assist with PBS’ Shareholders, including record keeping and the AGM 
 Ensure relationships with all parties, both internal and external, are maintained professionally for the benefit of 

PBS 



 

 

 

 

 
 
 
 
 
 
 
 
Selection Criteria (please cite examples): 
Essential:  

1. Administration 
2. Experience in database management, Excel and Word mail merge. 
3. Stakeholder/relationship management 
4. Strategic communication and planning 
5. An understanding and appreciation of Melbourne’s diverse music community and community radio, in particular 

PBS and its culture and vision to nurture, inspire and champion Melbourne’s diverse music community 
6. Volunteer coordination 

 
Desirable: 

1. Event planning and delivery experience 
2. Experience working in a not-for-profit environment 
3. Experience in managing online shops 

 
Hours of Work: 
This role is a four day a week position (0.8 FTE per week). NOTE: Some hours outside of normal office hours may be 
required at certain times. 
 
How to apply: 
Please send applications addressing the selection criteria, with CV, two references (who won’t be contacted without 
applicant’s prior knowledge) and cover letter to Mara Williams mara@pbsfm.org.au by 5pm Wednesday 18 March 
2020. 


