
Membership and Communications Manager  
As of 03.2022 

 
The Membership and Communications Manager contributes integrally to the congregation’s success, 
supporting staff, clergy lay leaders and members of the synagogue community with relationship 
management and communications functions. The Membership and Communications Manager is one of 
the primary front-line contacts with the community. The successful candidate will be an integral part of 
a team to further B’nai David-Judea’s mission.  
 
Member Management 

- Coordinate our membership – facilitating stronger connections for BDJ members with each 
other and with BDJ  

- Create strategy for an improved infrastructure for community building opportunities at BDJ, 
including one-on-one contacts with clergy and other leadership and between chevras (cohorts 
of like-minded groups) 

- Manage membership CRM database  
- Communicate effectively and personably with congregants; make sure needs are met in a timely 

and professional manner  
 
Communications Manager  

- Manage, post & distribute synagogue calendar – (public & internal)  
- Manage website, calendar, email announcements, social media accounts and BDJ app  
- Manage printed publications – Shabbat bulletin, flyers, signage  

 
Additional  

- Support fundraising needs of BDJ as needed  
- Work closely with executive director, clergy, and membership, providing support as needed  

 
Skills, Competencies, and Qualifications  

- Excellent customer service and interpersonal skills  
- Ability to reinforce B’nai David Judea’s warm, friendly, and comfortable environment  
- Working knowledge of Judaic practices and rituals, including familiarity with the Jewish calendar 

of celebrations and holidays  
- Ability to interact in a positive manner with, clergy, staff, lay leaders, congregants and the public  
- Ability to maintain confidentiality  
- Proficiency in Microsoft Word, Excel, PowerPoint and Publisher  
- Knowledge of ShulCloud preferred  
- Excellent writing and proofreading skills efficient work practices and strong organizational skills 
- Ability to multitask and provide attention to detail  
- Ability to work independently as well as collaboratively as part of a team  
- Must have basic Hebrew reading and writing knowledge. 

 
Compensation  
The salary for this position is $25 - $30 / hour depending on experience. The current hours are 30 hours 
per week, Monday through Friday (some flexibility in scheduling available). The position is entitled to 2 
weeks paid vacation/sick time, paid Jewish holidays and honorary synagogue membership. The position 
will report to the executive director. To apply, please email resume, cover letter and references to 
director@bnaidavid.com. 


