Job Description 
Position Title:  Administrative Assistant – Sharon Bonney
Scope of Position:  Responsible for depositing of payments and other funds, maintaining  Chamber member files, ordering supplies, sorting mail, bulk mailings, set-up for meetings, assisting in all projects of the Chamber and Visitors Bureau, assisting organization and maintenance of the offices.

Hours: 30 -32 hours per week, 9:00 a.m. to 5:00 p.m., Monday – Friday (Exact hours and days to be arranged).Must share in Saturday coverage during summer months.  (Generally 2 Saturdays during the summer season)
Benefits:  Paid holidays, vacation and personal days as per personnel policies.

Time Allocation: 
Chamber Of Commerce = 70%, Visitors Bureau = 30%

Responsibilities:

· Preparation of all deposits to Chamber and Visitors Bureau accounts
· Banking

· Organization of annual billing for Chamber members

· Maintenance of Chamber member files
· Sorting of daily mail
· Coordination of all bulk mailings and packets for conferences
· Ordering and shopping of consumable supplies
· Securing of signatures on checks

· Assisting with all events and projects of the Chamber

· “2nd”   to respond to incoming phone calls and walk-ins

· Assists in maintenance and organization of information center, work room, kitchen, and supply room.

· Coverage of information center when Information Center Coordinator is absent.

· Other duties as assigned by the Executive Director
Reports to:  The President
Evaluation:  Annual Employee appraisal, January of each year.

Updated and approved by the Personnel Committee:  02/15/2008
