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Superior Chamber of Commerce Executive Director
Employment Classification: Part Time reporting to the Board of Directors
This position is responsible for maintaining and fostering community and business relationships, driving chamber membership and serving as a liaison among community organizations, businesses and the local government. This position will work closely with the Chamber President and Board of Directors to carry out the mission of the organization.
To successfully perform the responsibilities of this position, the Director must possess a valid driver’s license, must be available for occasional early morning and evening meetings, must be available to work weekends as required to staff the Chamber Office or for community events.  There may be occasional overnight travel.
Duties and Responsibilities:
· Enforce and carry out the policies and directives of the Board of Directors
· General management and coordination of all Chamber activities including the day-to-day operations
· Supervise staff and volunteers, ensure physical office facilities are maintained in a manner that provides for efficient operations and is presentable for Chamber Guests.
· Serve as advisor to the Board of Directors for program planning, assemble information and data and bring proposals and projects to present to the Board
· Be prepared to present reports as required
· Actively participates with and assists all Board of Directors Committees
· Continually explore collaborations and alliances with other local chambers and organizations
· Attend Town Council meetings and present chamber information as requested
· Identify and implement new revenue sources and opportunities
Public Relations and Marketing
· Ensure that all Chamber programs, activities and events are properly planned and coordinated
· Oversee and assist with updates to the Chamber website and social media
· Prepare or direct with updates to the Chamber website and social media
· Prepare or direct the preparation of Chamber publications and promotional materials such as pamphlets, flyers, newsletters, press releases or other methods used to disseminate information
· Represent the organization at various meetings, local and state events as requested
· May be required to make public address or secure others to speak concerning the community and Chamber
· Serve as community liaison, maintain close relationships with groups in the community, local government and agencies, businesses and community organizations.

Membership
· Ensure communication of member benefits, programs, events and activities to the membership
· Continually review existing member services and evaluate potential opportunities to best serve the Chamber’s memberships
· Seek out opportunities to promote the Chamber and its members
· Reach out to new and existing business regarding Chamber services.
· Provide excellent customer service to members, visitors and customers including walk-ins, at events, during phone calls, e-mails, trade shows and other forums.
Community and Volunteers
· Oversee recruitment, training and organizing volunteers to assists with various projects, committees and events.
Financial
· Prepare the annual budget
· Submit budgets for approval of the Board of Directors and approves all specific expenditures coming under the budget adopted by the Board
· Prepare the monthly financial statement for the Board of Directors
· Oversee accounts payable and receivable invoices as necessary
Computer Skills
· Proficient understanding of web-based and social media platforms.  
· Technically competent with various software programs including but not limited to QuickBooks and the Microsoft Office Suite (Word, Excel and Publisher)
· Must be able to learn, understand and apply new technologies



Work Environment
· This job operates in a professional office environment, routinely using standard office equipment
· The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  
· While performing the duties of this job, the employee is regularly required to speak publicly. The employee is required to sit, stand and walk.  Must be able to lift and carry up to 40 lbs. for short distances.

Preferred Education and Experience
· Bachelor’s degree in communications, marketing, business or related experience
· Prior experience in community work is preferred
· Excellent interpersonal, leadership and communication skills (oral and written), including creative problem-solving abilities
· Ability to efficiently handle multi-tasking
· Non-profit and/or Chamber of Commerce experience is a plus
Application Notes
· All applicants must pass a background check
· All resumes must be received by _______________
· Must prepare a flyer advertising a Chamber of Commerce Mixer
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