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Job Description
Reports to:  Executive Director
Exempt- Full-Time

Position Purpose:  Be the heartbeat of our chamber of commerce! A vital team member, dedicated to amplifying our community spirit. The role is all about championing our members through engaging events, thoughtful communications, and grassroots marketing efforts. Lead volunteers in crafting unforgettable experiences, from major fundraisers to local happenings, and spread the word about the chamber's mission. Help to shape our brand identity and foster strong connections within our close-knit community.

Marketing:
· Develop, execute, and assess the impact of marketing strategies for all chamber programs and events.
· Monitor and recommend website and social media content as needed.
· Craft and implement shop/buy local campaigns, ensuring promotion for members and positive net revenue.
· Create promotional materials like flyers and graphics for chamber events, programs, and campaigns across various channels.
Communications:
· Manage a comprehensive multi-channel communications calendar.
· Coordinate engaging email newsletters to keep stakeholders informed and engaged.
· Manage digital sign content, coordinating community events, member recognition and chamber messages 
· Serve as the chamber's photographer, organizing and maintaining a photo inventory for marketing 
Member Programs & Events:
· Support volunteer committees in executing two major fundraising events annually.
· Coordinate additional membership events to celebrate, educate, and promote members.
· Facilitate networking events.
New Member On-Boarding:
· Liaise with the Chamber Ambassadors committee, scheduling new member visits and ribbon cuttings.
· Maintain an active list of businesses requiring visits and recruit new Ambassadors.
· Meet with new members, educating them about benefits and encouraging tailored benefit utilization through an orientation program.
Other Duties:
· Attending meetings, including board meetings, taking notes as requested.
· Assist with phone inquiries and greet chamber visitors.
· Contribute to chamber events with tasks such as meet and greet, set up, tear down, registration, and meeting materials preparation.
· Collaborate with contracted social media and virtual assistant partners, ensuring seamless coordination.
· Efficiently manage and communicate the status of multiple projects, meeting deadlines under changing priorities





**Qualifications: **
· Exhibit flexibility, working both as a team player and independently, making decisions and determining priorities.
· Uphold high standards, utilizing organizational and problem-solving skills.
· Demonstrate the ability to handle confidential information in a trustworthy and respectable manner.
· Proficient in social media management and newsletter coordination.
· Develop and maintain effective working relationships with chamber members, staff, outside organizations, agencies, and the public.
· Strong written and verbal communication skills are essential.
· Proficiency in Microsoft Office 365, social media platforms (Facebook, Instagram, LinkedIn), and email marketing programs.
· Competence in graphic design software is required.
· Physical ability to navigate stairways, lift and carry up to 25 pounds, and endure prolonged periods of sitting and heavy computer usage.
· Comfortable dealing with the public, vendors, volunteers, and visitors under various conditions.
· Enthusiasm and a sense of humor is a plus.
· Prior experi3-5 years of experience in marketing, public relations, communications, or a related field.
· Exceptional organizational skills with a keen eye for detail.



I, _____________________________________, acknowledge that I have received, read and understand this position description.  It is my responsibility to seek further clarification if I have any questions about my responsibilities and duties. By signing this document, I acknowledge that I am capable of performing these duties with or without reasonable accommodation.  I understand that this job description is subject to change and that no contract of employment has been created by the giving and receiving of this job description.”


Employee Signature: _____________________________________Date______________
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