
 
MEMBERSHIP ASSOCIATE 
 
Theatre Communications Group (TCG), the national organization for the not-for-profit professional 
theatre, seeks a full-time Membership Associate to join TCG’s Membership Department, which serves 
over 700 organizational members and nearly 10,000 individual members. The Membership Associate 
will support department retention, recruitment, and engagement efforts, while serving as one of the 
primary contacts for general TCG member services. 
 
About TCG 
Theatre Communications Group exists to strengthen, nurture, and promote professional theatre in the 
U.S. and globally. Since its founding in 1961, TCG’s constituency has grown from a handful of 
groundbreaking theatres to over 700 Member Theatres and affiliate organizations and nearly 10,000 
Individual Members. Through its Core Values of Activism, Artistry, Equity, Diversity, Inclusion, and Global 
Citizenship, TCG advances a better world for theatre and a better world because of theatre. In all of its 
programs and services, TCG seeks to increase the organizational efficiency of its Member Theatres, 
cultivate and celebrate the artistic talent and achievements of the field, and promote a larger public 
understanding of, and appreciation for, the theatre. www.tcg.org  
 
About the Department: 
The Membership Department includes five full-time staff members: the Director of Membership; the 
Associate Director of Membership; the Circulation Manager; and two Membership Associates. This team 
works together to raise $2M+ annually in membership dues, while ensuring high levels of member 
engagement and satisfaction. The team develops and implements plans on membership retention and 
recruitment, and works with TCG executive leadership, programming staff, and board committees to 
increase member engagement. The department serves as the front lines of communication for the 
organization at large and is responsible for maintaining TCG’s primary CRM database. 
 
What You Will Be Doing: 
• Interact with TCG members, book buyers, subscribers to American Theatre magazine and the 

ARTSEARCH job database and serve as a liaison with the general public. 
• Answer phone calls and respond to web inquiries. 
• Process incoming orders for Member Theatre and Affiliate memberships, as well as individual 

memberships, subscriptions, magazine issue sales, book purchases, conference registrations, ad 
placements, invoice payments, annual gifts and other products/services as necessary. 

• Assist with annual membership recruitment and retention campaigns for Member Theatres and 
Affiliates. 

• Assist with managing TCG’s University Affiliate and Not-for-Profit Affiliate programs. 
• Manage activation of new membership accounts and assist with new member 

welcome/onboarding. 
• Work with other members of the Membership team to increase member engagement, and to 

provide support for membership outreach efforts. 
• Help maintain accuracy of TCG membership records. 
• Assist with other tasks to facilitate the operation of the department to achieve its annual goals.  

  
What You Need for this Role: 
The ideal candidate for this position should have a commitment to TCG’s mission; core values; and its 
equity, diversity, and inclusion (EDI) work within the workplace and in the field. Superior communication 
and interpersonal skills are a must, as is the ability to work collaboratively across all levels of the 
organization and keep calm under pressure.  They should be highly motivated and detail oriented, with 

http://www.tcg.org/


strong organizational skills and the ability to manage multiple projects at once.  We are seeking a self-
starter with a service-oriented attitude and a passion for learning about the not-for-profit theatre field. 
 
In addition to these qualities, we are seeking someone who has: 

• An administrative background, with at least 2-3 years of experience working in theatre and/or a 
service-oriented field.  

• Intermediate experience with all Microsoft Office applications and working knowledge of 
Google Drive, plus the ability to learn new systems and digital platforms with relative ease. 
Previous experience with CRM databases is preferred.   

• Some experience with point of sale systems and/or understanding of basic bookkeeping. 
• An interest in theatre, a sense of humor, a friendly disposition, and a desire to be part of a 

collaborative team. 

Compensation and Benefits: 
The salary for this position is $45,000 and will include a comprehensive benefits package with two 
weeks of vacation and additional paid time-off. Other benefits include a collegial environment that 
encourages a healthy work-life balance, free TCG publications, and events for staff designed by TCG’s 
“fun committee” to foster a warm, inviting, and friendly office culture. 
 
How to Apply: 
Candidates should email a resume and cover letter in a single PDF file with “Membership Associate” in 
the subject line to jobsearch@tcg.org.  No phone calls, please.  We will respond only to those resumes 
in which we have interest.  
 
Application Deadline: 
All application materials must be received by Monday, January 13, or until the position is filled.  
Resumes will be reviewed as they are received; applicants are encouraged to submit their materials 
before the deadline. 
 
TCG is an Equal Opportunity Employer and has a strong commitment to equity, diversity, and inclusion 
(ED&I) in our hiring process, as well as in all areas of our work. At TCG we believe that diverse ideas, 
cultures, and traditions reflect the broad diversity of the US and are vital assets which enrich the 
programs and services TCG provides for the theatre field. We respect intersectionality of identities and 
are committed to EDI in all areas of our work and workplace. We strongly encourage candidates who 
identify as women, People of Color, LGBTQ+, neuro-diverse, non-binary or gender non-conforming, as 
well as people with disabilities to apply. 
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