Position Description: Membership Account Executive
EASTERN SHORE CHAMBER OF COMMERCE

QUALIFICATIONS: 

A high school graduate with a college degree is preferred. The candidate must be computer literate, and be competent in Word, Excel, and managing database programs.  The candidate must have previous sales and marketing experience.  Since this position works independently, they must have time management skills, be self motivated and have the ability to set goals and priorities and meet deadlines.  This person must have solid communication skills, both written and oral. A background check is required.

Responsibilities:
The Membership Account Executive is part of the Chamber commissioned sales efforts.  Details of benefits can be redefined in the contract as per Account Executive and Executive Director’s agreement. The MAE recruits new members and their investments, markets the sponsorship of programs and services of the Chamber to existing membership and non member firms. They are responsible for their assigned member/client base and for member retention. 

As an official representative, the MAE is expected to present a professional image to all members and potential members.  
DETAILED DUTIES: (Included, but not limited to) 
· Sell new memberships 
· Retention of existing members

· Sell Sponsorships to promote Chamber events and Programs
· Attain Monthly and Quarterly sales goals and member value visits as assigned by Executive Director

· Review and update dues, where necessary, of existing member firms
· Assist in the collection of PAST DUE member dues and other monies owed the Chamber.
· Sell any services authorized by the Executive Director.

·  Manage Ribbon Cuttings, including but not limited to; arranging date and time, contacting elected officials, ambassadors, chairman of the board.  Taking pictures, getting contact information and submitting to communications manager for distribution. 

· Attend chamber events and represent the chamber at community events.

· Recruit teams and chairman, organize, direct and facilitate all report sessions to attain goals set by the Executive Director for Chambers annual Total Resource Campaign.

· Input sales calls, to include potential members, sponsorships and member value calls into Chamber Master and print weekly reports for Executive Director.

 PHYSICAL REQUIREMENTS:

This job requires a person who can stand, sit at a desk or computer terminal, drive a car, lift up to forty pound boxes or deliver materials, and climb up and downstairs carrying boxes or pulling/pushing dolly.

This job description can be changed at anytime by written notice by the Executive Director. 

