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‘ CHAMBER OF COMMERCE





EXECUTIVE DIRECTOR OF CHAMBER JOB DESCRIPTION

JOB TITLE:

Executive Director

REPORTS TO:

Board of Directors

I. JOB OVERVIEW:  The primary responsibility of the Executive Director is to supervise and execute the day-to-day operations of the office of the Sherwood Chamber of Commerce.  The Executive Director must strive to build and maintain working relationships with the Board of Directors, current Chamber members, prospective Chamber members, Little Rock Air Force Base, Camp Robinson, and local government officials.  
II. MAJOR DUTIES AND RESPONSIBILITIES:

a. Office Management

i. Manage the local Chamber office during regular business hours to serve the membership and the public

ii. Provide general management and coordination of all organization activities

iii. Attend committee meetings and provide support for committee events or programs

iv. Assist Treasurer and President-Elect in developing an operating budget for Chamber
v. Manage and disperse Chamber billing, bill collection, and fund distribution as needed
vi. Organize quarterly board meetings/agenda

b. Chamber Promotion
i. Develop new Chamber members and retain existing memberships

ii. Promote tourism, civic and cultural activities in the Sherwood area

iii. Maintain regular visitation with the membership and public
iv. Set up events for Chamber promotion and community impact; select and support event committees, create agendas and programs, secure budgeting and reflect on budgeting post event, promote, and find speakers, sell sponsorships, and develop partnerships for events
v. Maintain and develop Jr. Ambassador Leadership Program

vi. Reach out to new businesses registered for a city license each month about membership

vii. City Guide: Collect updated information and sell ads

viii. Other duties as assigned may include but are not limited to:
Community Engagement:

Attend city council meetings 

Attend Sr. Citizens monthly luncheons

Attend Pulaski Co Adult Education quarterly meetings

Meet regularly with Economic Development

Meet with one of legislators weekly during the session for updates

Attend community events as needed

Attend leads group meetings

Attend military relations committee meetings

Hold a position on the LRAFB community council board of directors – attend quarterly meetings

Hold a position on the Camp Robinson/Camp Pike Community Council – attend quarterly meetings

Events: 
Set all event dates for the year

Line up speakers/emcees for all events

Reserve locations for all events at beginning of the year

Manage event budgets to make sure Chamber is making enough money to continue the event

Run the event committee meetings

Communicate with local media with press releases on upcoming events and announcements
Invoice & Billing: 

Send invoices at end of each month for upcoming renewals

Bill collecting at the end of each month for unpaid dues, events payments (emails and calls)

Send all invoices/receipts to accountant

III. RELATIONSHIPS:

a. Work under the supervision of the Chamber Board of Directors
b. Establish and maintain effective working relationships with other area Chambers of Commerce and Economic Development offices
c. Represent the Sherwood Chamber of Commerce in a positive and professional fashion with members of the media and public as well as on any social media be it personal or business
