Executive Director Job Description




Accountability:  Accountable directly to the Madison County Chamber of Commerce Board.

Responsibilities:

1. Actively recruit new members from all communities in Madison County.
1. Be responsive to the needs of the organization’s membership.
1. Oversee the Ambassador group and ensure that they are in touch with member businesses to express appreciation and listen to concerns as well as welcoming new members. 
1. Provide guidance in board recruitment.
1. Provide oversight of the financial well-being of the organization.
1. Provide leadership in strategic planning for the organization.
1. Implement policies and procedures of the organization.
1. Ensure communication among staff, board members, general membership, and the county.
1. Oversee the scheduling of weekly coffees.
1. Develop and sustain networking and education events for members.
1. Actively promote opportunities made available through the Greater Des Moines Partnership and encourage Madison County Chamber members to make them most of their dual enrollment.
1. Leverage the opportunity for member businesses to provide member-to-members deals through our existing channels.
1. Create and sustain a social media strategy that provides regular recognition of member businesses in addition to promoting events and tourism.  This includes the weekly publication of Chamber Chat and keeping all social media platforms current.
1. Regularly publish analytics information regarding traffic to the chamber website and referrals made.
1. Write grants for the benefit of the Chamber as opportunities arise.
1. Reach out to member businesses with opportunities to sponsor events and advertise on the community sign as additional revenue sources.
1. Recommend to the Chamber Board revenue generating opportunities, new programs/events, policy changes and staffing changes.
1. Supervise all paid and volunteer staff in the Chamber office, including but not limited to:

17. provide training for all staff members.
17. ensure regular meetings for all staff members.
17. conduct annual performance evaluations.
17. recommend to the Chamber Board appropriate compensation changes.
17. set work schedules to provide for the needs of the organization.

1. Represent the Chamber at events and meetings throughout the county and on appropriate boards and community organizations.
1. Interact with local governmental bodies on behalf of the Chamber.
1. Assist Tourism/Event Coordinator with Chamber community events.


Relationships:
Relates to:
· Chamber Board
· Chamber Staff
· Chamber Members
· Volunteers
· Elected officials
· General public

Evaluation:
Performance reviews will be conducted annually by the Chamber Board and/or a representative of the Chamber Board.

Remuneration:
· Full-time, exempt position
· [bookmark: _GoBack]Paid bi-weekly in 26 equal payments per year
· Vacation and holidays as defined in the Manual of Operations
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