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Membership & Marketing Manager 

Reports to: Executive Officer 

Full-Time • Eau Claire, WI (with regional travel) 

About the Role 
The Membership & Marketing Manager is the relationship-builder and growth driver behind the Chippewa 
Valley Home Builders Association’s (CVHBA) success. This role blends sales, marketing, and community 
engagement: you'll recruit and retain members, promote the home building industry to the public, and help 
bring new talent into the trades through our workforce development programs. We're looking for someone who 
genuinely enjoys connecting with people, has the sales instincts to turn conversations into commitments, and 
brings enough marketing know-how to tell CVHBA's story well. 

Key Responsibilities 

Membership Growth & Relationships — 40% 

• Proactively prospect and recruit new members through outreach, networking, and referrals 

• Guide prospective members through the application and onboarding process 

• Build lasting relationships with members that drive engagement and renewal 

• Conduct exit interviews with non-renewing members to identify trends and win-back opportunities 

• Serve as staff liaison to the Membership Committee and carry out the prospect and retention plans created 
by the committee 

• Keep membership records accurate and up to date in the database 

• Support strategic plan goals related to membership growth 

Marketing & Communications — 20% 

• Promote members and the industry to the public through consumer awareness campaigns, in partnership 
with the Marketing Committee 

• Manage the association website and all social media platforms 

• Create marketing materials for events, membership campaigns, and workforce development initiatives 

• Coordinate marketing for the Parade of Homes and Home Show 

• Ensure all messaging aligns with CVHBA branding standards 

• Sell advertising space in Home Inspirations Magazine 

• Support strategic plan goals related to marketing 

Workforce Development — 25% 

• Partner with the Workforce Development Committee and Foundation to plan and execute initiatives 

• Build relationships with area schools and technical education programs 

• Coordinate classroom visits that introduce students to careers in the trades 

• Represent CVHBA at career fairs and similar recruiting events 

• Promote the youth apprenticeship program to employers and students 

• Maintain the partnership with the Boys & Girls Club 

• Collaborate with St. Croix Valley on the Build My Future event 

• Support strategic plan goals related to workforce development 
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Administrative & Event Support — 15% 

• Assist with planning and execution of the Home Show and Parade of Homes 

• Attend and support member events as needed 

• Represent CVHBA at community and business networking events 

• Provide support to CVHBA committees as assigned by the Executive Officer 

• Provide general office support (phones, mailings, etc.) as needed 

• Perform other duties as assigned 

What We're Looking For 

Minimum Qualifications 

• Associate's degree in Marketing, Sales, or a related field (Bachelor's preferred) 

• At least 2 years of sales or business development experience 

• At least 3 years of customer service experience 

• Proven ability to build and grow professional relationships 

• Excellent written and verbal communication skills 

• Strong organizational skills and ability to manage multiple priorities 

• Demonstrated leadership ability 

• Strong work ethic and self-motivation 

• Flexibility to work occasional evenings and weekends 

Preferred Qualifications 

• 2+ years of marketing experience 

• Graphic design experience 

Work Environment & Physical Demands 
• Primarily an office environment, with work involving sitting at a desk and occasional walking, standing, and 

lifting 

• Events require prolonged standing and walking 

• Ability to lift up to 40 pounds 

• Reliable access to a vehicle and a good driving record required 

• Travel throughout the 8-county service area (Eau Claire, Chippewa, Dunn, Buffalo, Clark, Pepin, Barron, and 
Rusk), with occasional travel outside the service area 

• Occasional outdoor work in extreme heat, cold, rain, or snow 


