Executive Director
Full-Time / Exempt: Estimated 40-50 hours average per week
Salary Range: $90,000-$100,000 (based on experience) with additional compensation opportunities
Reports to: Board of Directors
Direct Reports: Business Development & Operations Manager; Volunteer Relationship Coordinator, Events and Communication Specialist, and Administrative Assistant 
Job Location: Office located in Apex, NC

Role:  The Executive Director (ED) is the Chief Executive Officer of the Chamber and responsible for the overall administration, day-to-day operation, quality and professionalism of the organization. The ED provides leadership for and serves as an ex-officio member of the Board of Directors and all working committees.

Essential Duties and Responsibilities:
•	Organize, manage and direct the Chamber staff to meet the overall responsibilities of the Chamber.
•	Exert leadership in setting and achieving annual Business Plan, Strategic Plan and Budget as outlined by the Board of Directors.
•	The ED must be able to establish and maintain positive working relationships with elected and appointed officials at all levels of government in order to develop appropriate advocacy strategies with the Board on behalf of membership. Must have a demonstrated ability to build successful partnerships and alliances.
•	The ED is the chief spokesperson for the Chamber and must be able to represent the organization in a manner that enhances the Chamber’s credibility within the business community. Responsible for all incoming and outgoing correspondence. Review and approve outgoing correspondence written in the name of the Chamber by other staff, if deemed necessary.
•	Receive financial information from the bookkeeping service. Create annual budget, maintain and provide monthly reports to the Board on budget variances of 10% or $500, whichever is greater. Inform the Chamber Executive Committee of any situation which requires their attention, opportunities for investment, insufficient funds or any other action which would affect the financial stability of the Chamber.
•	Prepare essential reports for Chamber meetings and functions.

Other:

•	Possess and maintain current office skills, particularly those involving computer usage, in order to compile and prepare reports, letters, articles, press releases, newsletter articles, membership directory text, records and all other correspondence required for efficient Chamber operations.
•	Oversee the organization and implementation of all chamber events and attend all events.
•	Represent the Apex Chamber on community committees or groups. Attend or send a representative to quarterly Wake County Chamber Leadership Dinners. Plan and host the Apex Chamber sponsored Wake County Chamber Leadership Dinner when scheduled. Plan and host other meetings for local, state, or national organizations upon approval by the Board.
•	Attend meetings of the Board of Directors, Executive Committee, Annual Retreat, Economic Development Committee and other Chamber leadership meetings as deemed appropriate. Attend meetings of the Apex Town Council and other governmental meetings as appropriate.

Qualifications:
A four-year degree in business, communication or related field required. Previous Chamber of Commerce or non/profit agency experience preferred; demonstrated leadership capabilities; excellent organizational skills; outstanding communication skills, including writing and public speaking; fundraising and events management experience; strong understanding of Microsoft Office, Outlook and QuickBooks; demonstrated knowledge and experience in the areas of administrative and fiscal management, budgeting, program development and management, volunteer development; any combination of experience and/or education that supports the knowledge and skill requirements listed.

Physical demands and work environment:
The physical demands and work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential function of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential duties.
•	Physical demands:
While performing the duties of this job the employee is frequently required to sit; use hands to finger, handle, feel objects, and type on keyboard, reach with hands and arms, talk and hear. Specific vision abilities required by the job include close vision, distance vision, depth perception and the ability to adjust focus. Bending, lifting and twisting is also a requirement.
•	Work environment:
The noise level in the work environment is usually minimal.

To apply, send a cover letter and resume to applications@apexchamber.com explaining specifically how your experience makes you the best candidate for this position.
