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GENERAL SUMMARY

Develops, directs and manages all processes related to membership services and sales. Manages Membership Sales Representative and Receptionist/Membership Services Assistant.  Manages Membership Services Committee and Ambassador Team.  Retains existing members, and helps to develop new member benefits. Works directly with members to understand their needs, assist with problem solving and locating resources to aid member growth. Manages Affinity Program.  Active participant in Chamber leadership team. Visible in the community as an advocate for Chamber programs and membership.

PRINCIPAL DUTIES & RESPONSIBILITIES

1. Responsible for managing membership services, retention, member sales.
a. Manages membership and sales staff. Provides coaching and feedback as needed.

b. Provides ongoing training to membership and retention staff including orientation of department to new employees.

c. Develops, directs and manages all programs aimed at increasing membership and providing services to members.

d. Works directly with membership sales rep to assure maximum results. 
e. Utilizes existing sales training aids, benchmarking and planning strategies to meet and exceed applicable budgets. Develops any new materials needed to support sales. 
f. Creates and manages processes and systems within the Ambassador Committee to motivate volunteers to meet assigned goals. Creates and conducts all Ambassador Team training, assignment of retention accounts, documentation of all member visits by Ambassadors, Ambassador participation in Chamber programs/events, Ambassador recruitment, selection, and recognition. 
g. Fully understands and is able to discuss Chamber programs and services with current and prospective members. Considered to be the primary contact for member needs/questions. 
h. Maintains member retention through personal visits and calls.

i. Manages and conducts monthly Chamber 101 member benefits review. 

j. Utilizes the benefits of the Chamber’s membership database software to its full potential to increase relationship with members and increase retention.
k. Motivates self and others to meet the budgeted sales/retention goals set by the Chamber’s Executive Director.

      2.   Manages Member Dues 

  a. Includes dues collections, coordinates acknowledgements and renewal 


      certificates, research, member communication.

  b. Contacts members who drop to 
determine reason and attempt to reinstate. 
3.   Manages Leadership Excellence g2 Program.


  a.  Submits proposed budget.


  b.  Processes scholarship requests.


  c.  Conducts all recruitment and sales.


  d.  Coordinates Expo Booth and volunteers to staff booth.


  e.  Manages Alumni Program and Graduation ceremony.

        f.  Contacts and coordinates all guest speakers and off site visits.

4.   Supervises and develops Membership Sales Representative and    
Receptionist/Membership Services Assistant.


a. Works with staff to understand goals and their contribution to support chamber 
direction.


b.  Assists staff with analyzing various options to resolve challenges.


c.  Helps staff with communication and interpersonal relations with team mates.

      d.  Assures all documentation and areas of responsibility are covered so member


services are maintained at the highest level.


e.  Develops staff’s ability to creatively problem solve to encourage autonomy 
and confidence.


f.  Works with Chamber management to assure all functions of Chamber work as 
efficiently as possible and that tasks are delegated to the staff that has a matching 
skill set. 

5.  Project management for various initiatives as needed. For example: 
     a.  Coordinates the Benefits Based Dues Ad Hoc Committee including required

      research, scheduling, samples, comparatives, etc. 

     b.  Coordinates the Diversity initiative including proposing and securing Ad Hoc

      Committee members, agendas, resources, materials, etc. 

KNOWLEDGE, SKILLS AND ABILITIES

· Excellent management, sales skills and the ability to provide high-level leadership and to interact with people at all levels, which may be obtained through upper level education including an associate or bachelor degree in business or related business experience.

· Excellent interpersonal and sales presentation skills. Ability to cold call and sell Leadership Excellence Program to attain budgeted goal.
· Excellent verbal, written communication and interpersonal skills. Ability to develop a strong working rapport, establish credibility, and maintain excellent relationships with co-workers, Members, executives, volunteers, and committee members. Maintains high level involvement in business associates, community and industry related activities to establish solid presence in the marketplace.

· Capability to display a polished professional image and follow through on commitments made in order to promote and uphold the company’s image and integrity. Decisions reflect integrity and equity to members.
· Aptitude to plan, implement and manage to completion specific projects and programs.

· Ability to provide high-level leadership and to manage and interact with all levels of volunteers and achieve objectives and goals.

· Can work with minimal supervision and takes personal pride in accomplishments by exceeding individual goals.

· Ability to travel via automobile, airplane or other public mass transit to conferences, seminars, meetings, and member locations.

· Ability to respond promptly in stress and pressure situations with poise. 

· Ability to manage changing routines and skill to handle multiple tasks simultaneously.

· Constantly enhance self-development by reading, studying and looking for creative ways to improve Chamber member benefits.

· Ability to complete mathematical calculations in order to set and work within program budget.

· Capability of working on computers with word processing, spreadsheet and data base applications. Knowledge of filing systems. Ability to deal effectively with internal/external personnel while maintaining a positive, can-do attitude. Ability to withstand negative or emotional communications without wanting to retaliate or feel personally affected. Ability to demonstrate ingenuity in solving problems. Dependability with attendance and punctuality.

· In-depth knowledge of management processes in order to:

· Develop objectives, policies, procedures, programming action/planning, scheduling and budgeting.

· Develop organization structures, develop relationships and delegate responsibility.

· Allocate and coordinate existing resources and equipment to meet immediate projected needs.

· Develop new resources and recommend new equipment to meet future needs.

· Provide leadership in decision-making, communicating, motivating, selecting and developing people.

· Develop performance standards and to measure, evaluate and correct performance.

· Ability to maintain strict confidentiality in all phases of work.

The above statements are intended to describe the essential functions and related requirements of persons assigned to this job. They are not intended as an exhaustive list of all job duties, responsibilities and requirements.

