Administrative Coordinator
Hartford Area Chamber of Commerce - 
Part-time 
	The Administrative Coordinator assists the Executive Director in the duties of operating the HACC office and organization and has some involvement in nearly every aspect of the organization.
The position is 25-30 hours a week. Days and hours can be flexible.
Duties:
· Financial: responsible for the receipt of funds, deposits and cash control procedures as directed. Responsible for invoicing of dues and other funds and for payment of all Chamber expenses.
· Membership Management: Responsible for all member database input, invoicing, and various forms of communication with members including welcoming, follow ups, requests for information, event, and program notification. Assists with membership retention, including invoicing for dues renewals and communication with members delinquent on dues.
· Marketing and Promotions: Assists in production and assimilation of materials for events, membership, tourism, etc. Maintains calendar of events on website. Assists with social media marketing promoting Chamber and members’ activities, events, and media releases.
· Event Coordination: Assist with sponsor/donation recruitment, phone call follow-ups, promotion materials, and assists with committee contact/coordination. Assist with staffing at events.
Other duties as assigned.
Desired Qualifications:
Fundamental understanding of, and experience with, Microsoft Office, Constant Contact, and membership databases. Social media marketing experience preferred. Must have excellent writing skills, communication skills, be hospitable and friendly. Event coordination, volunteer coordination and fund-raising or sales skills are a bonus.
Salary range:  $19-$21 per hour

Please email cover letter and resume to pjskehan@hartfordvtchamber.com





