
 
 
Job Title: Membership Specialist 
 
Location: Hybrid 
 
Job Type: Part-Time Contract – 6 months (15-30 hours per week) 
 
Reporting To: President and CEO 
 
Supply Chain Canada is a non-profit national association dedicated to strengthening Canada’s 
supply chains. Our mission revolves around accrediting and advancing the careers of supply 
chain professionals, advocating for the supply chain profession, and convening stakeholders 
from industry, government, and academia to discuss, identify, and act on supply chain issues 
and opportunities. Through our efforts, we aim to elevate the standards and visibility of the 
supply chain profession across Canada, ensuring its recognition as a critical component of 
economic success and innovation. 
 
We are currently seeking a dynamic and detail-oriented Membership Specialist to join our 
Western Region Operations team. This individual plays an important role in supporting the team 
in delivering exceptional membership services. The ideal candidate is a collaborative team 
player with a passion for continuous improvement, demonstrates exceptional communication 
skills, is service-oriented, and possesses a keen attention to detail. This is a part-time contract 
role (15-30 hours per week) with an opportunity to renew at the end of the contract term. 
 
Core Responsibilities: 
1. Membership Event Coordination. Plan and execute membership events, such as 

workshops, webinars, and networking gatherings, ensuring seamless logistics, membership 
participation, and participant satisfaction. Contribute to event promotion, registration 
logistics, and feedback collection to continually enhance event offerings. 



2. Data Analytics and Reporting. Utilize data analytics to gather insights on membership 
trends and behaviours. Utilize Python, Excel, and Power BI to collect and report data to 
support the team, including the development and maintenance of membership dashboards. 

3. Membership Recruitment and Renewals. Contribute to efforts to attract new members and 
retain existing ones through effective marketing strategies, personalized outreach, and 
highlighting membership benefits. Activities include telephone outreach campaigns and 
student outreach at campuses. 

 
The Membership Specialist will also provide vacation coverage to other staff and/or complete 
other tasks as assigned by the President and CEO from time to time. 
 
Qualifications: 

- A Bachelor or Diploma in Business (or related field of study) from a recognized school 
is required. 

- Having the SCMP designation or SMT diploma is considered an asset, reflecting 
advanced knowledge and commitment to the supply chain management profession. 

- Proven experience in a similar role, preferably within a membership-based organization. 
- Strong proficiency in data analysis and reporting tools, with the ability to translate data 

insights into actionable strategies. 
- Exceptional communication skills, both verbal and written, with the ability to engage 

effectively with a wide range of stakeholders. 
- Demonstrated ability to work collaboratively in teams, contributing to a positive and 

productive environment. 
- A growth mindset, with a commitment to personal and professional development. 
- Service-oriented, with a focus on delivering high-quality support and solutions for 

members. 
- Meticulous attention to detail, ensuring accuracy and quality in all aspects of the role. 

 
Application Process: 
Interested applicants may submit a resume and cover letter detailing their experience, 
strengths, and why they are the best fit for the role to adavies@supplychaincanada.com.  
 
Application Deadline: 
Supply Chain Canada is an equal-opportunity employer committed to diversity and inclusion in 
our workplace. We welcome applications from all qualified individuals. All applications must be 
submitted by Noon Mountain Time on March 22nd, 2024. 
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