
 

 
 
Job Title: Member Relationship Manager 
Reports to   SCC Chamber of Commerce -Executive Board of Directors.   
Status: Part Time 20-30 Hours per week 
Compensation: Hour plus commission after 90 days of employment 
 
Description: 
 
The Member Relationship Manager is responsible for the daily operation and ultimate 
success of the organization.  Member Relationship Manager shall manage all resources 
toward the outcomes outlined by the Board of Directors and the organization’s mission, 
goals, and purposes. 
 
Responsibilities: 

1. Leads and directs the activities and resources of the Chamber.  Works with 
Board of Directors to establish and implement the annual strategic plan and 
goals.   

2. Demonstrates leadership in the community through involvement and 
participation. 

3. Promote Chamber image, activities, and events along with quality customer 
service to all members, visitors, and other community constituents 

4. Oversees and manages the Fiscal resources of the Chamber.  Works with the 
Treasurer to establish the annual operating budget.  Oversees all expenditures 
in accordance with the budget.  Evaluates and implements programs of 
services which generate revenue or expenditures for the organization.  

5. Grows paid membership through outreach to businesses, organizations, and 
individuals to secure their membership and renewals. Communicating the 
various benefits values, and program offerings of the chamber. 

6. Supports and participate in Chambers committees.  
7. Communicates effectively to staff, members, Board members, and members 

of the community.  Responsible to see that organizational and business 
concerns are communicated regularly and effectively to all parties concerned.  
Responsible to see that organizational brochure, newsletters and electronic 
communication are accurate, timely, and reflective of the Chamber’s views.  
Provides and promotes opportunities for public forums or input. 



8. Establishes relationships with all interested parties. Reports to the Board 
regarding special events or circumstances affecting the Chamber membership 
and directs appropriate Chamber response.  Participates in activities to 
promote and enhance the image and relationship of the Chamber with all 
groups and parties in the community.  

9. Stay current on local matters and matters of interest to the members.  Maintain 
consistent contact with the business community and gather input regarding 
member services and potential developments relevant to Chamber functions 
and influence.  

10. Works effectively with the Board.  Communicates effectively with all Board 
members.  Coordinate’s meeting agendas and assures Board meetings are 
timely and in accordance with the organizational bylaws.  Serves as a non-
voting member of the Executive Committee and assists the officers with input 
and guidance when needed.   

11. Assists the Board in the development of policy as required.  Carries the 
responsibility for the execution of policies adopted by the Board. 

12. Assures the prompt payment of expenditures and deposit of receipts of the 
organization.  Ensures the preparation of accurate, timely, monthly, and yearly 
financial statements with detailed information. 

13. Performs other related duties as assigned. 
 
Knowledge, Skills and Abilities: 

1. Ability to communicate effectively verbally and in writing. 
2. Experience with Public Speaking 
3. Ability work independently as well as a member of a team.  
4. Ability to Utilized social media platforms, some marketing experience 

preferred.  
5. Ability to utilized online payment platforms such as pay pal, and proficiency 

with MC office Suite, Especially Word, Google Drive, Outlook, Excel, and 
experience with Power Point.   

6. Ability to provide leadership and establish effective office and organization 
procedure. 

7. Ability to apply judgment and discretion in resolving problems and working 
for the best interest of Chamber members. 

8. Experience with member-based organization Preferred.  
9. 3-5 Years of Sale Preferred.  
 

Physical Requirements: 
1. Must be able to operate a motor vehicle 
2. The position requires the ability to lift objects (supplies, displays, equipment) 

with weights of 50-75 pounds. 
 

 


