
 

Job Description: Membership Coordinator 

Position Overview: Friends of Zoo Boise is seeking a full-time Membership Coordinator to support the Administration and 
Development Departments with organizational tasks necessary to run the membership, fundraising, event and conservation 
activities of Friends of Zoo Boise. 
 
Reports to: Assistant Director and Director of Development 
 
Schedule: The Membership Coordinator is a full-time position scheduled Thursday through Monday weekly. Some evenings 
and weekends as necessary. 
 
Job Duties: 

1. Process all annual passes and memberships including data entry, mailings, renewal reminders and other benefit 
fulfillment needs;  

2. Administer Adopt an Animal program and ensure all benefits are fulfilled;  
3. Coordinate zoo ticket donations to other nonprofit organizations and sponsors;  
4. Assist with organizational aspects of Zoo Boise conservation programs, including revenue collection and maintenance 

of in-zoo conservation stations;  
5. Assist Director of Development with fundraising needs including donation and thank you processing; 
6. Maintain database including updating procedures and preparing mailing lists and reports as needed; 
7. Maintain zoo records, including filing; 
8. Perform multi-weekly errands for the zoo including bank runs, postal runs, and report delivery; 
9. Assist Event Coordinator with annual events, as needed, including working at all major events; 
10. Answer phones, welcome office visitors, schedule meetings, order supplies and provide other administrative support 

as needed;  
11. Support the Assistant Director and Director of Development in a range of capacities as needed, including report 

generation;  
12. And other duties as assigned.  

 
Qualifications: 

1. Process all annual passes and memberships including data entry, mailings, renewal reminders and other benefit 
fulfillment needs;  

2. Administer Adopt an Animal program and ensure all benefits are fulfilled;  
3. Coordinate zoo ticket donations to other nonprofit organizations and sponsors;  
4. Assist with organizational aspects of Zoo Boise conservation programs, including revenue collection and maintenance 

of in-zoo conservation stations;  
5. Assist Director of Development with fundraising needs including donation and thank you processing; 
6. Maintain database including updating procedures and preparing mailing lists and reports as needed; 
7. Maintain zoo records, including filing; 
8. Perform multi-weekly errands for the zoo including bank runs, postal runs, and report delivery; 
9. Assist Event Coordinator with annual events, as needed, including working at all major events; 
10. Answer phones, welcome office visitors, schedule meetings, order supplies and provide other administrative support 

as needed;  
11. Support the Assistant Director and Director of Development in a range of capacities as needed, including report 

generation;  
12. And other duties as assigned.  

 
Working Conditions: 
Physical Efforts  
While performing the duties of this job the employee is regularly lifting/carrying up to 10 lbs., rarely lifting/carrying up to 35 
lbs. Also, the employee is rarely pushing/pulling up to 35 lbs. Work includes sensory ability to talk, hear and smell. Employees 
will sit, stand, walk, stoop, kneel, crouch, crawl, reach, grasp, climb and balance. Position requires hand/finger dexterity. 
 
Working Environment  
The work environment will include inside conditions, outdoor weather conditions, in wet and humid conditions, with areas of 
dust, odors, mist, gases or other airborne matter. 
 
Compensation: This position pays $15/hour and includes health insurance, retirement benefits and vacation and sick leave. 
 



 
 
The Friends of Zoo Boise is a 501(c)(3) membership organization that supports Zoo Boise in the area of animal acquisition, 
capital improvement projects, education programs, volunteer opportunities, and special events. The goal of each of these 
components is to increase public awareness, knowledge, and appreciation of the zoo, wild animals, animal habitats, species 
conservation, and the environment.  The organization offers competitive health insurance coverage, retirement plan and 
vacation/sick leave benefits. 
 
 
To apply send cover letter and resume by November 8 to: 
 
Liz Littman, Assistant Director 
Zoo Boise 
355 Julia Davis Dr., Boise, ID 83702 or via email at llittman@cityofboise.org 
No phone calls or office visits please. 
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