Job Description Final June 2024

MEMBER AND ADMINISTRATIVE ASSISTANT

Belfast Area Chamber provides a unique blend of business, community/economic development, and
advocacy services for our members under one roof to boost economic vitality and livability across the
region.

This role promotes the Chamber's mission, enhances its visibility, and provides valuable services to
members.

As the Member and Administrative Assistant professional, your primary responsibility is to build and
maintain strong relationships with current members while also attracting new members to the
organization. Your role is crucial in ensuring member satisfaction, engagement, and retention. The role of
administrative assistance involves providing essential support to ensure the smooth operation of the
organization.

The Member and Administration Assistant reports to the Executive Director.

RESPONSIBILITIES OF THE POSITION:

Membership Recruitment & Retention: Actively recruit new members by promoting the benefits of
Chamber membership to businesses and organizations within the community. Develop and implement
strategies to retain existing members, including regular communication, providing value-added services,
and addressing member concerns or issues promptly.

Member Onboarding: Welcome new members to the Chamber, providing them with information about
membership benefits, services, and opportunities for involvement. Ensure a smooth transition into the
Chamber community.

Member Engagement: Working with the Chamber team, fostering strong relationships with Chamber
members through regular communication, networking events, educational programs, and member-
exclusive opportunities. Encourage active participation in Chamber activities and initiatives.

Database Management: Maintain accurate member databases, updating contact information,
membership status, and other relevant details.

Office Management: Maintain office supplies, equipment, and facilities to ensure a well-functioning
work environment.

Correspondence Handling: Manage incoming and outgoing communications, including emails, phone
calls, and mail, and respond or redirect as appropriate.

Event Support: Provide administrative support for Chamber events, including logistics coordination,
registration management, and preparation of event materials.

Financial Administration: Assist with basic financial tasks such as creating and processing invoices,
making deposits, and reconciling accounts under the guidance of the Executive Director.



Volunteer Relations &Visitor Reception: Greet visitors, provide information about Chamber services
and activities, and direct inquiries to the appropriate staff members. Support the efforts of our volunteers
with education and scheduling.

Administrative Support: Provide general administrative support to Chamber staff, including typing,
copying, filing, and other clerical tasks as needed.

Other important duties as assigned.

This position requires some evening and weekend work.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

Excellent written, oral, and interpersonal communication skills.

Strong organization, time management and multitasking skills.

Self-starter with a professional demeanor.

Proficient in Microsoft Office programs, QuickBooks Online, familiar with Google Docs (Mail,
Calendar, Docs, etc.), Constant Contact and ability to learn Chamber Master.

REQUIRED EXPERIENCE:

Preferred associate degree or minimum of 5 years’ experience.
Experience working as an administrative professional in a busy office setting.
Experience in Constant Contact, QuickBooks Online and database management.

WE OFFER:

The opportunity to work each day to improve your community.

An inclusive environment for all employees.

A commitment to your professional development and growth.

Competitive Pay & Benefits with an hourly range of $16 to $18 per hour, PTO, holiday pay and
retirement match. Hours are flexible between 28 and 35 hours weekly and are in person at our office
located at 33 Main St in Belfast.



