Position Title: Executive Director Employment Status: Full Time
JOB SUMMARY
The Executive Director will be responsible for managing current members and membership activities, programs, and events; growing the membership of the organization; maintaining financial accountability and budget oversight; communicating to Board of Directors; and performing associated administrative duties.
JOB DUTIES
Administration and Communication
· Oversee day-to-day operations of the York Chamber of Commerce.
· Manage all Chamber communication outlets, including but not limited to Chamber website, social media, Chamber Chat, and marketing promotions.
· Initiate social media campaigns via online channels, including Facebook.
· Maintain an accurate calendar of Chamber events and community events.
· Prepare and distribute new resident welcome packets.
· Produce and prepare any necessary mailings.
· Assist the board of directors with operating effective board meetings; produce minutes from meetings and follow-up on tasks as assigned by board of directors.
· Answer all inquiries from all sources about the community of York and the Chamber in a timely fashion.
· Represent the Chamber at local, county, and state functions that relate to the Chamber whenever possible.
· Attend meetings for all affiliated sub-entities and prepare regular reports and updates for partner organizations, including the York County Development Organization.
Membership & Stakeholder Relationship Management
· Establish and maintain effective working relationships with local business leaders; association officials; federal, state, local, and regional Chamber offices; York County Economic Development Corporation; city staff; mayor; city council; boards; various committees; and the public.
· Coordinate and execute member renewals and acquisition processes.
· Maintain member database.
· Arrange for professional development opportunities, ribbon cuttings, ground breakings, and other special membership events as assigned by the board of directors.
· In partnership with volunteer committees, organize and execute signature Chamber events, including but not limited to: annual meetings, York Lifestyles Living Outdoor Expo, Yorkfest, and chamber golf tournament.
· Be available to work a minimal number of nights and weekends at Chamber events as required by the Board of Directors.
Financial Oversight & Accountability
· Provide leadership in maintaining the fiscal integrity of the organization including developing and monitoring budgets.
· Update payments for registrations, sponsorships, and memberships in Chamber database.
· Preserve the books, documents, and resources of the organization.
· Work to collect all dollars owed to the Chamber and submit all bills for payment by the treasurer in a timely fashion.
· Have basic understanding of QuickBooks in order to manage day-to-day transactions.
· Maintain familiarity with budgeting, financial, and tax reporting requirements and duties.
· Raise sponsorship funds to support programs and events.
REQUIRED KNOWLEDGE & ABILITIES
· Ability to think creatively and drive innovation
· Excellent verbal, written, and presentation skills
· Strong analytical, problem-solving, and organizational skills with the ability to manage multiple projects simultaneously
· Willingness to perform other duties as assigned
MINIMUM QUALIFICATIONS
· Experience in public or business administration, marketing, economics, or related fields.
· Basic web maintenance, social media management, and writing experience is preferred.
· A valid driver’s license and the ability to lift 25 pounds are required.
· Residency in York County is required
COMPENSATION
Compensation for this position will be set by the York Chamber of Commerce Executive Board based on experience and qualifications ($45,000 - $60,000).

York Chamber of Commerce is an equal opportunity employer. We encourage applications from candidates of all backgrounds and experiences.
York Chamber of Commerce provides reasonable accommodations to individuals with disabilities.  If you require accommodation during the application or interview process, or to perform job functions, please let us know.  Accommodation will be made in accordance with ADA and relevant laws, unless it creates an undue hardship.

York Chamber of Commerce is committed to protecting the privacy and confidentiality of all applicants. Personal information submitted will be used only for the purpose of this job application.


