Montcross Area Chamber of Commerce

President’s  Responsibilities & Job Description
The president is the chief executive officer of the Montcross Area Chamber of Commerce (MACC), a non-profit organization based in Belmont, NC. The president reports to the board of directors through the executive committee and is responsible for the organization’s consistent achievement of its mission and financial objectives. This is a full-time senior staff position. 

General Skills and Abilities
· Knowledge of and/or experience with professional associations and/or other non-profit organizations;

· Demonstrated leadership skills;

· Organizational skills, including planning, and decision making with demonstrated attention to detail;

· Ability to efficiently schedule time and activities and develop processes that monitor progress and performance; 

· Energetic self-starter with excellent interpersonal skills and the ability to take the initiative while working in a team environment;

· Excellent oral and written communication skills; 

· Demonstrated computer skills, including Word, Excel, database management, internet and email;
· Bachelor’s Degree from an accredited 4-yr college or university; or equivalent experience;

· Bondable; background check and references required.

Executive Skills
· Maintain sound working relationships with government officials at all levels (municipal, county, state and federal), the media, business owners and other appropriate agencies and associations. Continue the work of building bridges and tearing down walls.

· Promote the MACC throughout the region, with the objective to increase membership, sponsors and community support
· Promote the Chamber’s agenda and not a personal agenda

· Hire, supervise, direct, manage and prepare performance reviews for MACC staff

· With board input, develop a strategic plan that includes growth, financial / fundraising, marketing and communication for the organization and promote that plan
· Actively assist in membership recruitment and retention
· Skilled in marketing and communications including print media, press releases, social media and oversight of marketing materials and brochures
· Serve on local boards / committees as appropriate

Responsibilities to the Board
· Provide leadership in developing programs and carrying out plans and policies authorized by the board
· Promote participation from staff, members and volunteers in all areas of the organization’s work
· Prepare the agenda for all Executive Committee and all Board of Directors meetings and send out before the meetings
· Write letters of support for worthy community projects

· Write resolutions as needed for consideration by the Board of Directors

· Draft comments for Chamber officers to deliver at events
· Maintain official records and documents, and ensure compliance with federal, state and local regulations, and the bylaws and of the organization
· Coordinate, attend and participate in Board and Executive Committee meetings 
· Help Nominating Committee coordinate Board member recruitment and manage Board transition

· Support Awards Committee in soliciting nominations and coordinating procedures to determine award recipients

· Serve as Executive Director of the Chamber Foundation
Marketing and Communications
· Ensure the activities of the organization, its programs and goals are publicized
· Work with Gaston Gazette to produce annual Member Directory

· Work with publishing company to develop annual Welcome / Visitor Magazine and ensure all copies are distributed in the community
Budget and Finance

· Strong fundraising ability

· Work with treasurer, the executive committee and the board in preparing a budget, and see that the organization operates within the budget guidelines. Look ahead and alert the Executive Committee and Board of Directors of any upcoming problems.
· Ensure all taxes are paid and financial filings are completed by working with the MACC accountant

Economic Development

· Serve as first point of contact for all inquiries concerning new businesses

· Provide assistance to those seeking office / commercial space to start or relocate a business here

· Work closely with the Belmont Downtown Director and City Manager on meeting the needs of prospective new business owners and with their equivalents in other communities when opportunities arise

· As needed, refer prospects to the Gaston County Economic Development Commission, local commercial real estate firms, property managers / owners, etc.
· Attend all meetings of the Gaston County Economic Development Commission

Events

· Participate in Chamber events and ensure their effectiveness

· Lead in all aspects of coordinating the Get Ready Gaston event, including developing the program, obtaining speakers, promotion and followup.

· Develop the program, coordinate presenters and design materials for Business Buzz breakfast events

· Develop the program, coordinate speakers, handle voting in of new board members, award recipients, etc., for the Annual Meeting

· Ensure effective and profitable annual golf event

· Oversee ribbon cuttings, open houses, networks after work, lunch & learns, etc.
Salary:  Commensurate with experience and background. 
