
Follen Community Church
Membership Director

Job Description

To apply: email resume and cover letter to humanresources@follen.org.
Updated May 2021
Reports to: Minister
Effective: September 1, 2021
FLSA status: non-exempt, salaried
Hours: 20 hrs/week September-June; 4 hrs/week July/August
Compensation: Salary commensurate with experience in accordance with UUA guidelines

Job Summary:
The Membership Director will provide collaborative leadership, strategic vision, and support to
the ministries of Follen Community Church, with a focus on effective comprehensive
membership growth, new member assimilation, membership tracking, and volunteer
development. They will increase awareness about the church in our local communities to draw in
visitors and prospective members, through marketing and other forms of outreach. Our personnel
policy excludes us from hiring members of Follen Church; however for this position we are open
to considering applications from members after a conversation with the minister.

Essential Functions:

● Serves as the first face of Follen: creating a welcoming and hospitable Sunday morning
atmosphere. Engages as a role model and leader during the social time before and after
the service. Recruits and supports ushers, hosts, and coffee hour volunteers to offer an
immediate friendly connection. Follows up with visitors and newcomers, actively seeking
out ways to nurture their engagement and integrate them into the community.
●  Creates marketing and communication strategies and systems to lift up community
awareness about Follen Church and our faith tradition, with the goal of encouraging
newcomers to visit and learn more. Analyzes the success of marketing strategies and
continually seeks improved visibility and understanding of Follen Church in the local
community and beyond.
● Collaborates with the Communications Assistant and other staff on Follen’s newsletter
and website. Is an active and welcoming leader and role model on our social media.
● Participates as an active member of the staff team. Provides leadership, support and
guidance to volunteers on the Community and Hospitality Action Team (and subteams
including Membership), Stewardship, and the Nominating Committee, to help these
teams engage members of the Follen Community.
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● Orients newcomers to Unitarian Universalism and congregational life at Follen,
working with the Membership Committee and others to offer classes, groups, and one on
one connections.
● Updates Breeze database to note contacts with prospective members and collaborates
with our Business Manager to keep our database information current.

Other Responsibilities:
● Participates in Sunday morning worship, staff meetings (Monday at noon), and some
evening meetings, with flexibility around other hours.
● Proficient with technology including email, Slack, Zoom, Google Workspace, our
current database Breeze, social media, and stays current with new technology tools that
would improve operations at Follen.
● Supports Follen’s resolution to become an actively anti-racist and welcoming
congregation.

Minimum Qualifications
Education: Bachelor’s degree preferred.
Licensure: Trusted Employee safety check required.
Demonstrated leadership and social skills in a professional setting.

Core Competencies:

Mission ownership. Demonstrates understanding and full support of the Unitarian Universalist
mission, vision, values, history and beliefs of the congregation; consistently behaves in a manner
congruent with the mission, vision, values, history and beliefs.

Membership Development: Supports the membership process of the congregation with a well
defined articulation of membership and its benefits; actively connects visitors with the life of the
congregations in ways that support membership commitment and growth; understands the
membership process of the congregation as a system that incorporates hospitality, welcome,
orientation, membership and deployment.

Hospitality/Accessibility: Generates a sense of hospitality and/or accessibility by his or her very
presence; communicates a sense of availability, warmth, openness and approachability; fosters
natural connections between members of the congregation and with visitors; supports a culture of
welcoming and connection in the life of the congregation; creates an environment that others
want to participate in.

Interpersonal relationships. Relates well to all kinds of people, inside and outside of the
congregation; builds appropriate rapport; builds effective and constructive relationships;



considers the impact of his/her actions on others; uses diplomacy and tact; is approachable; is
regarded as a team player; avoids communication triangles.

Marketing aka Promulgation of the mission of Follen Church and Unitarian Universalism:
Stands ready to communicate our mission and values to members and find ways of translating
them into individual and community action in order to build an equitable and beloved
community on a planet where life can be sustained and flourish; encourages members to also
spread the news about Follen’s mission and works, supporting a culture of witness and ministry
growth outside the walls of the congregation.

Developing volunteers and leaders. Encourages others to discover and engage their skills in
service to the larger community; communicates expectations clearly; calls out the best in others;
maintains open and active dialogue with volunteers.

Communication skills: Is able to deliver a message clearly, articulately and with appropriate
emotion, tone, and style; adjusts the message, without losing the essence of the message,
depending on the context; is able to write clearly, correctly and succinctly.

Attention to Detail: Consistently attends to the many small pieces which must be assembled into
an organized whole; follows up on missing or out of balance items; resolves unanswered
questions needed to address a problem; keeps the larger picture in mind while tending to the
smallest of details.


