Greater Brookfield Chamber of Commerce
JOB DESCRIPTION

Position Title:


Membership Development/Sales
Reports To:
President
Employees Supervised:
None
Interrelationships:
External: public, prospective members, current members, vendors

Internal: staff, Board members

FLSA Classification:
Exempt
Employee Classification:

Full time
Position Summary:  

This position is responsible for recruiting new members to the Chamber and retention of said members.  Participates in and helps create highly functioning team; and promotes the Chamber in the community.  
Position Duties / Essential Job Functions:  
1. Membership Recruitment

· This individual will be responsible for creating their own leads – new and existing businesses in the Brookfield area first, then reaching to surrounding communities as approved by the President.

· This individual is responsible for setting appointments with prospective members to the chamber and selling memberships.  Follow up with prospects is critical to the success of this position.

· This position is base salary with tiered commission structure.

2. Newsletter & Marketing Materials 
· Provides press releases, member updates, and other articles to administrative position to keep staff informed.
.
3. Administrative 
· Answers phone when others are unable to do so.  Answers questions about the area, is knowledgeable about local attractions and events, provides business referrals to Chamber members, and logs activity for statistical reporting.
· Consults with all staff regarding issues, suggestions and improvements for the overall success of the Chamber.
· Accurately logs all prospects into data base with respective recorded notes on progress.  Confirms accurate information in data base at transition from prospect to member. 
· Keeps staff informed of new businesses to the area as they learn about them.

4. Chamber Events  
· Supports and attends Chamber events as required (ABLE, BA5, Speed, MYM)
· Attends major events – golf outing and annual meeting

· Attend all ribbon cutting ceremonies to welcome new members and build relationships 
Qualifications:

1. The individual must have a minimum three year track record in outside sales – preferably selling intangibles.  
2. The individual preferably will have an Associate’s degree in business. A Bachelor’s degree is a plus.
3. Appropriate experience may be substituted for a degree.
4. The individual must have a proven track record and command of Microsoft Office products.  
5. The individual must have a demonstrated professional telephone and email etiquette. 
6. Individual must be able to relate to and be comfortable with a variety of business people, from a small shop owner to a CEO of a major corporation.
7. The individual must have reliable transportation with proof of insurance.
Personal Attributes Required:
This person must:
· Be able to succeed in a highly collaborative, team based environment. 

· Have good communication skills, including written, oral, and listening. This person must be able to provide information to a wide range of internal and external contacts.
· Present a professional and positive image to members and the greater community through appropriate appearance and grooming, demeanor, and comments.
· Have a positive, welcoming and professional manner in person and on the telephone.

· Display a high degree of tact and diplomacy and be able to maintain self-control under stressful situations and deadlines without exhibiting negative behaviors.

· Have excellent organizational and time management skills, yet remain flexible and adaptable to changing priorities.  
· This person must be a self-starter, able to develop their own leads and have effective follow-through skills.

· Have well-developed interpersonal skills demonstrated by effectively interacting and collaborating with people of diverse backgrounds and interests.
· Be able to make connections by matching members’ capabilities with requests for assistance from other members, visitors, etc.

· Be able to work flexible hours, including some early mornings and evenings. 

Essential Physical / Mental Requirements:
1. This position typically is not subject to excessive physical demands.  This person must be able to spend the majority of his/her day walking, sitting, standing and/or driving.  

2. This person will likely travel to off-site locations that may not be barrier-free.

3. This person must be able to type on a computer keyboard and operate other office equipment.
4. Must be able to lift 50 pounds.
The above statements are intended to describe the general nature and level of work being performed by the person assigned to this position.  This job description does not state or imply that the above are the only duties and responsibilities assigned to this position.  Employees holding this position will be required to perform any other job-related duties as requested by the Greater Brookfield Chamber of Commerce.  All requirements are subject to modification at any time for any reason at the Greater Brookfield Chamber of Commerce’s sole discretion.
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