Professional Association of GA Educators
Job Description Form 

	Department
	Membership Services 

	Location
	PAGE Office

	Job Title
	PAGE Membership Coordinator/Database Manager 

	Supervisor
	Director of Membership 

	

	Type of position:
[x] Full-time
[  ] Part-time-Eligible
[  ] Part-time Ineligible <75%
	40 Hours / week
[x] Exempt 
[  ] Non-exempt 

	

	General Description

	Responsible for database system management by ensuring the accuracy of database information.  Duties include updating member information, reconciling credit card payments, providing weekly as well as requested reports and leading the team responsible for processing and reconciling payments. 




	jOB DUTIES

	1. Serving as the primary lead for the membership database by ensuring accuracy of all information
2. Coordinating enhancements, system updates, and troubleshooting issues with third party database developers 
3. Updating and extracting data
4. Compiling data to distribute custom weekly and requested reports to immediate team and director of membership
5. Uploading payment information and lists to register
6. Managing staff responsible for processing and reconciling payroll deduction payments
7. Ensuring staff completes weekly and monthly system accuracy checks
8. Overseeing “Cybersource” workflow, including posting batches and creating and canceling memberships   
9. Reconciling monthly and weekly credit card payments 
10. Following up weekly on missing and non-payments 
11. Creating hold and cancellation reports for membership services representative follow-up
12. Other duties as assigned.

	work experience requirements

	· Experience: 3-5+ years in database management, membership operations, or a similar administrative leadership role
· Leadership: Proven ability to manage a team and coordinate workflows across departments
· Technical Skills: High proficiency in database management (CRM) and payment processing platforms.


	education/certification requirements

	· Associate’s or Bachelor’s degree preferred
· 

	Worksite description

	This is an in office based position. In-person requirement is Monday-Friday from 8:30 a.m. until 5:00 p.m. 

	Date REVISED
	03/16/2026



