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OPB is looking for an experienced customer service professional to join our
Member Center team. This is a full-time, represented, non-exempt, regular
status position with benefits.

Primary Duties/Responsibilities:
OPB’s Member Center Representatives provide the best possible service to
OPB’s audiences and play a key role in member acquisition and retention.
Key responsibilities:

Open Positions:

Digital Platform Developer (/about/jobs/digital-
platform-developer/)

Director of Engineering (/about/jobs/director-
of-engineering/)

Field Producer (/about/jobs/field-producer/)

Fill-In Host/Announcer (/about/jobs/fill-
in-hostannouncer/)

Major Gifts Officer (/about/jobs/major-gifts-officer/)

Network Support Technicians (/about/jobs/network-
support-technicians/)

Producer (/about/jobs/producer/)

Production Manager (/about/jobs/production-
manager/)

Senior Digital Platform Developer (/about
/jobs/senior-digital-platform-developer/)

Senior Major Gifts Officer (/about/jobs/senior-
major-gifts-officer3/)

Master Control Operator (/about/jobs/master-
control-operator/)

Master Control Operator (/about/jobs/master-
control-operator3/)

(/)
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Provide excellent customer service.1. 

Using database, enter and update account information and
interactions.

2. 

Grow OPB’s membership and prospect pool by gathering contact
information and upgrading and recruiting members as part of daily
member center interactions.

3. 

Working Conditions:
The majority of time will be spent in the office during OPB’s business hours
(8-5, Monday through Friday) with extensive use of a computer and
telephone. There may be some evening or weekend work to help with special
events.

Required Qualifications:

Two years full-time experience providing customer service via phone,
email and/or in person.

Exceptional customer service skills and ability to interface in a cordial,
professional and well-informed manner with OPB donors, leaders,
potential funders and staff.

Ability to work well with a diverse group of people.

Ability to work in ever-changing environment.

Excellent research, organizational, verbal and written communications
skills.

Well organized with meticulous attention to detail, motivated and
efficient.

Fluent use of standard computer software tools in business

THANKS TO OUR SPONSORS:
become a sponsor (/support/partners/)

Member Drive Coordinator (/about/jobs/member-
drive-coordinator/)

Network Center Support Technicians (/about
/jobs/network-center-support-technicians/)

Fill-In Host/Announcers (/about/jobs/fill-
in-hostannouncers3/)

Producer/Reporter (/about/jobs/producerreporter/)

Open Fill-In Positions:

Fill-In Hosts/Announcers (/about/jobs/fill-
in-hostannouncers/)

New Ongoing Position (/about/jobs/new-ongoing-
position/)

View/Edit Pag (/admin/jobs/edit/54f10027c46a320044078) Events (/admin/events) Content (/admin/) Media (/admin/media) x
2017-03-20 - OPB CMS - bal

Member Center Representative . About | OPB http://www.opb.org/about/jobs/member-center-representative-feb-2015/?t=252737

2 of 6 3/24/2017 12:24 PM



applications (Microsoft Office) and effective database skills.

Data entry skills.

Adaptable and flexible to demands of workflow and nature of projects.

Ability to establish priorities and work quickly to meet deadlines in a
busy environment.

Experience working with the public.

Ability to appropriately handle confidential information.

Proactive, oriented to problem solving, teamwork and the constant
pursuit of improvement.

Genuine enthusiasm for the services and mission of OPB.

Preferred Qualifications:

Desire to create efficiencies and improve systems.

Knowledge of public broadcasting a plus.

Experience working with electronic data files in desktop applications
and within a database.

Experience with telephone or face-to-face sales.

To apply:

Please send an email or letter of interest requesting the instructions on
how to apply for this position (Member Center Representative) and
where you first learned of this job opening to hr@opb.org or
OPB Human Resources, 7140 SW Macadam Ave., Portland, OR 97219.

Instructions on how to apply will be sent within 24 hours of receiving

OPB values our listeners, viewers and
readers and the unique blend of ideas and
attitudes that they bring to Oregon and
the Northwest. We know it is our
responsibility to find those who will further
our mission by giving voice to our community
in all its diversity, and we are wholly
committed to doing so.

THANKS TO OUR SPONSORS

become a sponsor (/support/partners/)
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the letter of interest Monday through Friday. If a letter of interest is
sent over the weekend or a holiday, application instructions will be
sent by the end of the next business day.

All application materials are due by:
March 13, 2015, 5 p.m. (Pacific Time).

If your organization would like to be added to our contact list for future job openings so you can refer qualified applicants,
please email us with your contact information at hr@opb.org (mailto:hr@opb.org).

OPB is an Equal Opportunity Employer.

Certain federal and state laws require that job applicants be able to view posters or notices describing specific laws that affect
employers. These include the Oregon OSHA Job Safety and Health poster (http://www.opb.org/s/docs/about
/Oregon_OSHA.pdf), the federal Equal Employment Opportunity poster (http://www.opb.org/s/docs/about
/Equal_Employment_Opportunity.pdf), the federal Family and Medical Leave Act (http://www.opb.org/s/docs/about
/Family_and_Medical_Leave_Act.pdf) poster and the federal Polygraph Protection Act Notice (http://www.opb.org/s/docs
/about/Polygraph_Protection_Act.pdf). Although people viewing this section of opb.org may not be job applicants, this is the
most readily available location to ensure this information is available to potential job applicants.
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Pressroom (/pressroom/)

OPB Public Files (/about/#moreinfo)

Contact (/about/contactus/)
Email OPB (/about/contactus/)

Newsroom (/about/contactus/newsroom/)

Connect (/about/connect/)

Facebook (http://www.facebook.com/oregonpublicbroadcasting?_fb_noscript=1)

Twitter (http://twitter.com/opb)

Reception Issues (/about/contactus/reception/)

Mobile (/about/connect/apps/)
Podcasts (/ondemand/#podcasts)

Mobile Apps (/about/connect/apps/)

Newsletters (/about/newsletter/)

RSS Feeds (/about/rssfeeds/)

Support (/support/)
Contribute (https://give.opb.org/opb/)

Sponsorship (/support/partners/)

Leadership Giving (/support/membership/leadership/)

Planned Giving (/support/plannedgiving/)

Vehicle Donations (/support/vehicledonation/)

Volunteering (/about/volunteering/)

Shop (http://www.pntrac.com/t/2-26430-54246-51107)

Shop (http://www.pntrac.com/t/2-26430-54246-51107)

Legal (/about/termsofuse/)
Privacy Policy (/about/privacypolicy/)
Terms of Use (/about/termsofuse/)

Editorial Policy (/about/editorialpolicy/)

Contest Rules (/support/drawing/)
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FCC Public Files (https://stations.fcc.gov/station-profile/kopb-tv)
KOPB-TV (https://stations.fcc.gov/station-profile/kopb-tv)

KOAB-TV (https://stations.fcc.gov/station-profile/koab-tv)

KOAC-TV (https://stations.fcc.gov/station-profile/koac-tv)

KEPB-TV (https://stations.fcc.gov/station-profile/kepb-tv)

KTVR (https://stations.fcc.gov/station-profile/ktvr)

 (http://www.pbs.org/?station=KOPB)  (http://www.npr.org/stations/force/force_localization.php?station=KOPB_FM&url=http://www.npr.org/)

(http://www.pri.org/)  (http://www.bbc.co.uk/worldservice)  (http://americanpublicmedia.publicradio.org/)

© 2017, Oregon Public Broadcasting (/)
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