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ACT-IAC Membership Engagement Manager   

The Membership Engagement Manager will be responsible for both sponsorship development and 

fulfillment, as well as support of membership engagement, development and retention.  This position 

will act as a professional teaming partner to both the Senior Director of Corporate Development and 

Director of Membership. 

Overview of Position:  ACT-IAC is committed to maintaining and growing our membership and 

financially supporting our programs and forums with sponsorship from our member firms.  This position 

is to foster and support these initiatives. 

This position reports to the Senior Director of Corporate Development and is a fulltime position, 

available immediately. 

About the American Council for Technology (www.actiac.org): The American Council for Technology 

(ACT) is a 501(c)3 public-private partnership established to advance government through collaboration, 

education and action.  The ACT mission is to advise and educate government on how to improve its 

operations and services to citizens through the use of information technology.  The organization fulfills 

this mission by providing educational opportunities such as conferences, forums, program events and 

Communities of interest (CoI) activities, as well as professional development and other collaborative 

opportunities of value to the government IT community.  The bedrock of ACT-IAC is enabling a trusted 

environment of collaboration between government and industry professionals. ACT-IAC is a members-

driven organization, with private companies participating in the organization through the payment of 

annual dues to the Industry Advisory Council (IAC). Staff and member volunteers work closely together 

as partners to achieve the mission.  

 

Duties and Responsibilities of Membership Engagement Manager 

Sponsorship Role: 

 Be the knowledge expert for what is included in each sponsorship package 

 Maintain and strengthen current sponsorship relationships 

 Seek to improve sponsorship benefits and value for members annually 

 Work with the Senior Director of Corporate Development in updating yearly sponsorship 

packages 

 Support the Senior Director in achieving sponsorship budget goal projections 

 Working with the Senior Director, develop and pursue additional sponsorship opportunities with 

member companies 

 Enter and retrieve data from ACT-IAC database system 

 Service sponsor and fulfill contracts including registration of sponsored event attendees, 

collection of logos, managing product collection, and other administrative duties 
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 Review and approve final sponsor identified materials, including advertisements, promotional 

and program related materials 

 Collaborate with member company sponsor representatives and ensure clear communication 

flow on our sponsorship benefits 

 Support sponsor at each event to ensure all issues, questions, and requests are addressed 

 Oversee and coordinate the development of post-event reports for each sponsor 

 Create and maintain sponsorship monitoring and tracking report 

 Develop invoices and agreement for each sponsorship to include written acceptance by the 

sponsor 

 Follow-up in a timely manner all outstanding invoices, financial tracking with accounting 

department, collection and reconciliation 

 Assist in identifying and updating prospect lists for potential sponsors 

 And other duties as assigned 

 

Membership Role: 

 Act as a staff partner and knowledge expert with respect to the membership process 

 Assist Membership Director with engagement, recruitment and retention initiatives 

 Develop and maintain a list of non-member firms that will be contacted about membership 

 Assist in contacting potential new firms to describe value and benefits of ACT-IAC membership 

 And other duties as assigned 

 

Knowledge, Skills & Requirements 

 Bachelor’s degree plus a minimum of 1-2 years of experience relevant to the requirements of 

this position 

 Experience working with membership and/or sponsorship associations preferred, however 

related experience in corporate/business development will also be considered 

 Must possess strong organizational, attention to detail, and customer services skills as well as 

the ability to multi-task 

 Must possess effective communication and presentation skills, both orally and in writing to 

include being tactful and diplomatic 

 Must have interpersonal skills to be able to deal courteously and effectively with a broad 

spectrum of businesses, members and organizations and apply those same skills with the multi-

disciplinary staff at ACT-IAC 

 Must enjoy meeting people, networking and developing strong relationships 

 Must possess the ability to work independently with little or no direct supervision and ability to 

exercise sound judgment 

 Must demonstrate a strong, responsible results-oriented work ethic and high degree of 

integrity, professionalism and willingness to take on new tasks 



 
 
ACT-IAC is currently working virtually as we ensure the health and safety of our employees and 

members.  Post-pandemic, the position may require at times travel in the Metropolitan Washington 

area to attend meetings or programs and occasional overnight travel. 

Further information about ACT-IAC is available on the website at www.actiac.org.  No phone calls 

please.  Salary requirements are necessary for consideration. 
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