POSITION DESCRIPTION
Eau Claire Area Chamber of Commerce

Position:
Membership & Sales Director
Location:
Office environment with time at events and member locations, Eau Claire, WI
Status:
Exempt
Reports to:
President

Position Requirements and Qualifications: College degree or equivalent. Chamber of Commerce or association experience preferred. Excellent oral and written communication skills, computer skills, organizational skills, ability to manage time and volunteers, ability to work with members, committees and staff, experience in marketing, sales and public relations and a basic understanding of the internet. 
Primary Responsibilities:  Develop and implement membership programs designed to increase membership growth and retention for the organization. Responsible for membership sales and coordinating the Membership Committee.  Responsible for developing a committee budget, providing complete accounting for each program and maintaining appropriate record of activities.
Responsible for recruiting of non-dues revenue for sponsorships and advertising for specific programs and projects.  Also assist staff in generating non dues revenue in designated programs as directed by the President.
Specific Duties
1. Responsible for membership sales and retention.  
2. Cooperate and maintain regular communication with Ambassadors for retention programs.

3. Provide correspondence and new member packets on a timely basis.
4. Follow-up on outstanding membership dues receivables and report on membership to the president and Board of Directors each month.
5. Recruit non-dues revenue in the sales of advertisements in the Community Profile/Business Directory, weekly newsletter, internet sponsorships and listing enhancements and Member to Member listings.
6. Develop membership sales programs and make personal member visits for the purpose of recruiting new members.

7. Manage the Membership Committee for the purpose of selling memberships and meeting quarterly quotas.
8. Attend Chamber sponsored events to build a network to increase non-dues revenue.
9. Make follow up calls on membership investments. 
Secondary Responsibilities:

1. Operate office equipment, including computers and database software. 
2. Attend monthly Chamber Board meetings.
3. Perform other duties and responsibilities as assigned by the president of the Chamber. 
4. See attachment for other physical requirements.
Salary and Benefits: 
Salary level #3. See salary attachment for more information.
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