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          Job Announcement
Member & Audience Services Associate
Job Responsibilities Include:

· Primary contact to respond and resolve incoming communication, electronic and telephonic, from donors, viewers and listeners.

· Maintains records of donations and programming activities including account updates and corrections, contributions, and refund requests in a fundraising database. Phone calls, written correspondence via mail or internet, and face-to-face interaction with donors and audiences are also recorded in the database.  

· Researches necessary information for donors and audiences utilizing various resources including programming database, PBS and NPR websites, GPB website, and other online and internal GPB resources.  
· Assist with coverage and quality control duties for On Air Fundraising Campaigns (television and radio). 
· Maintains database integrity by utilizing quality control functions to provide checks and balances against revenue and member information entered.
· Performs various administrative duties as needed.

Candidate Qualifications:
· High School diploma or GED required.

· Six months to one year experience in customer service, data entry or clerical work or a related field required.

· Strong written and oral communication skills
· Preference will be given to candidates who have completed an approved program of coursework in customer service.
· Proficiency in Microsoft Word, Excel and Access or other data base programs required.  
· Must be able to handle a fast paced and multi-tasking environment.
· Must have overall knowledge of and familiarity with GPB programming on television and radio.

We Offer:

Paid holidays, vacation and sick leave, retirement plans; Pre-tax benefits for health, dental, visual, life and accidental insurance; Health and child care spending accounts; Disability insurance; and Opportunities for training and professional development.

To Apply: Upload resume, references and applicant form on the GPBs Job Center located at www.gpb.org/jobs. ONLY Applications submitted through the GPB Job Center WILL BE ACCEPTED.

Salary: Commensurate with Experience.

Deadline: Open Until Filled.
Georgia Public Broadcasting is an Equal Opportunity Employer.
DATE POSTED: July 5, 2017
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