JOB DESCRIPTION

PRESIDENT

Benzie County Chamber of Commerce & Benzie County Convention & Visitors Bureau

1) Nature and extent of assignment:

A) Basic Function

The President is the Chief Administrative Officer of the Chamber and the Visitors Bureau.

B) Scope

The President is responsible to the Board of Directors of the Chamber and to the Board of Directors of the Visitors Bureau for the full range of activities, coordination of program of work, implementation of the Visitor Bureau marketing plan and implementation of the policies and procedures.  Responsibilities include: budget compliance, maintenance of chamber membership, employment training and supervision of staff, interpretation of policy, maintenance of the facility and equipment, maintaining a wide range of marketing activities, and representing the Bureau and Chamber in the community and throughout the state.

2) Specific Duties

A) Program of Work

Through the proper committees the President is responsible for identification of Chamber, Visitors Bureau, and community needs and for the preparation of a program of work designed to meet these needs.  This involves constant evaluation of the program, with recommendations for changes as needed, and a system for measuring progress toward the attainment of the program and community goals.  Any decisions regarding policies will be brought before the Boards of each organization.

B) Marketing Plan

In conjunction with the marketing committee of the visitor’s bureau, the President will research and design a marketing plan and marketing budget.  The activities of the marketing plan will be organized by the President.  These activities include ad design and placement, web sites development, sport shows, events and brochure design and distribution. 

C) Structure and Procedures

The President must pay constant attention to the internal structure of the Chamber and Visitors Bureau to ensure that the organizations are effectively organized to function with maximum efficiency in the anticipation, identification, and solution of problems.  The President will recommend to the Board such changes in structure and procedures as are needed.

D) Information Center Operation and Appearance

The President is responsible for the efficient operation of the information center and for the attractive and professional (front door) image for the benefit of chamber members, community, and visitors to the county.

E) Membership

The President is responsible for maintaining and increasing the Chamber membership, and ensuring the accuracy of the membership data base.  
F) Finances

The President is responsible for assisting the treasurer of each organization in the development of a comprehensive budget and for assisting the bookkeeper in maintaining complete financial records for the Chamber and Bureau.  The President will also ensure that all financial procedures are followed with maximum efficiency by all staff members.  The President will ensure that all bank deposits are prepared accurately and deposited in a timely manner.  The President will communicate regularly with the accountant of the visitor’s bureau ensuring that all properties are paying assessments in a timely manner.  

G) Interpretation of Policy

The President will ensure that policies established by the Boards and recorded in the meeting minutes are properly indexed in the policy manuals, by-laws or appropriate files.  The President will assist the committees, members and staff in interpretation of policy in relation to any given question or program.  Final authority in all interpretations of policy rests with the Board of Directors.

H) Long Range Planning

Under constantly evolving Boards of Directors the President is responsible for maintaining continuity and consistency in programming.  Based on the research of the community needs, and tourism trends, the President must anticipate emerging and long range problems and recommend programs to meet such problems.

I) Liaison

1. With the Boards of Directors

The President must earn and maintain the respect and confidence of the Board individually and collectively.  The President is responsible for maintaining the file of board minutes and records, carrying out plans and programs of the Board.

2. with the members

The President must be responsive to member’s questions and concerns, bringing their concerns to the Board when appropriate.

3. with the staff

The President is responsible for the employment and supervision of quality staff.

General Required qualifications

· Commitment to the principals and objective of the Benzie County Chamber of Commerce and the Benzie County Convention & Visitors Bureau

· Effective oral and written communication

· Ability to recruit, train, and supervise staff

· Strong organizational and time management skills

· Experience and knowledge about non-profit financial management

· Excellent interpersonal skills.

· Computer skills

· Understanding of principals of marketing
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