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MEMBERSHIP & ADMINISTRATIVE ASSISTANT
[bookmark: _Hlk88485444]Part time

Summary:
The Arthur Chamber of Commerce (ACC) is dedicated to elevating economic development. We are committed to conducting the required collaboration and research that delivers evidence-based solutions that improve the lives and strengthen economic growth with the members.  

Description:
As we continue to expand our regional efforts, we are seeking experienced, energetic and collaborative individuals.  You will play a key support role in achieving the ACC core mission by serving our amazing membership through the position of Membership and Administrative Assistant, with specific support to the President & Board Directors. In addition to general organizational support, this position will assist with Communications, Marketing, Governance and policy portfolios. As a membership coordinator, you will assist in generating revenue for the Chamber and add value for members. 
Reporting to the President, Board Directors and Coordinators, your primary responsibilities will include:

Administrative Role:

Working with the President & Board Directors to support the coordination and execution of ACC’S related activities that may include planning, scheduling, coordinating meeting materials and minutes.
Receiving all general telephone inquiries and incoming correspondence and general e-mail inquiries and responding or directing to the appropriate individual at the ACC.
Receiving guests at the ACC’s office including Board and Committee members, Community members and external service providers.
Applying for grants as needed in a timely manner.
Processing payment of annual membership dues.
Coordinating booking and logistics for use of TWP Boardroom by internal and external parties including arrangement of catering, audiovisual and other requirements.
Monitoring and maintaining the ACC website information.









Membership Coordination Role:
Contact members on a regular basis to ensure they are satisfied with their membership and services. 
Create and cultivate strong relationships with members through effective outreach and engagement. 
Coordinate programs, events, explore, research, and implement best practices for managing membership programs for Chambers of Commerce and similar business membership organizations.
Coordinate affinity programs with a focus on increasing member satisfaction and retention.
Contribute to the development of our annual programming strategy to effectively engage members and deliver clear value for their investment.
Coordinate new member orientation process and materials to maximize the value of their membership.
Maintain up-to-date membership metrics and monitor progress toward annual goals by regular, active use of our customer relationship management system. 
Partner with other organizations and businesses to allow the Chamber to add value for members.
Ensure the Chamber is providing value and fulfilling the needs and expectations of members through feedback from members and membership surveys.
Required to use established software, equipment and internal database management systems.


Qualification:
Post-secondary education in Business, Marketing, Communications, or a related field with five years of relevant experience; or an equivalent combination of education and experience.
Proficient in operating Microsoft Office, and various business software (e.g. ERP, CRM), data analysis and performance/operation metrics and Business infrastructure.


Experience in the following areas would be considered an asset:
[bookmark: _Hlk88486459]Non-profit or Charitable organization, Association, Governance (Board of Directors) administration
Communications and Marketing, Government relations
Knowledge of social media platforms is an asset





If you feel your experience meets the requirements for this exciting opportunity, please submit your letter of interest and resume. Your application should be addressed to the Hiring Committee, Arthur Chamber of Commerce and must be submitted electronically to achamber@wightman.ca This posting will remain active until positions are filled.
We are committed to diversity, equity and inclusion and value the voices of lived experiences and perspectives of individuals of all backgrounds. We strongly encourage qualified Black, Indigenous and other racialized individuals to apply. We are committed to making our recruitment process accessible to all candidates and providing accommodation upon request.
We thank all applicants and advise that only those selected for an interview will be contacted. Further, we wish to advise that personal information obtained during the recruitment process is collected and retained solely for the evaluation process, in accordance with the Association’s Personal Information Protection Policy. Further information of the policy can be found on ACC website www.arthurchamber.ca
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