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Job Title: Executive Director, Boyne Area Chamber of Commerce 

Reporting Manager: Board of Directors/Executive Committee  

Status: Full-time 

________________________________________________________________________ 

JOB SUMMARY: Manager of the day-to-day activities, finances, events and future planning of 

the Boyne Area Chamber of Commerce. 

PLEASE SUBMIT a cover letter and resume to info@boynechamber.com by July 15, 2016 

SALARY: The range is $47,500 to $52,500 per year. A 3% IRA match and a cell phone 

allowance are provided.  

BACKGROUND: Our Executive Director Jim Baumann is retiring in early November after 

more than 8 years in the position. The Board of Directors hopes to hire a new director to start in 

September so that he or she can work with Jim for a transition period before he retires. A 

comment from Jim: “This is the best job I’ve ever had, in part because everyone in the Boyne 

area works together so cooperatively. It is very rewarding and satisfying to promote this 

wonderful community. The Chamber itself is strong financially and has outstanding member 

support.” 

ESSENTIAL FUNCTIONS: 

The Chamber Bylaws, Section 5, state that the executive director shall do the following (A 

through F): 

A. Manage the daily operations of the Chamber and be responsible for all expenditures 

within the approved budget.   

B. Be responsible for coordinating the implementation of the Chamber’s policies and 

projects and such other duties as the Board may require.   

C. Be an Ex-officio, non-voting member of the Board and the Executive Committee.   

D. Be responsible for hiring, discharging, directing and supervising employees. The 

Chamber currently has one full-time office assistant and an independent contractor 

bookkeeper.  

E. Be responsible for the preparation of an operating budget covering all activities of the 

Chamber, subject to approval of the Board.   

F. Be reviewed annually as to performance and salary by the Executive Committee and 

approved by the Board and receive such compensation as may be determined by the 

Board. 

Also: 

 Prepare and distribute board agendas, minutes and financial reports for each month’s 

meeting – in consultation with the board president and treasurer. 

 Interact with local government and community officials and attending appropriate city, 

county and other meetings. 

 Manage and supervise all chamber programs and events. 

 Direct the newsletter writer/editor (proposed to be the retiring executive director working 

as an independent contractor) in producing the weekly e-newsletter and updating the 

website and social media. 
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 Work with the chamber’s bookkeeper, who is an independent contractor working about 

12 hours a week, to assure that member dues are invoiced and that monthly financial 

reports are produced for the board of directors. 

 

Note: Because the chamber has only one employee in addition to the executive director, it is often 

necessary to be the back-up person to assist the office assistant in many of his/her duties, such as: 

answering phone calls, assisting office visitors, entering member information in database, etc. 

KNOWLEDGE, SKILLS & ABILITIES 

Knowledge  

 Be familiar with a variety of local information on the chamber, chamber members, 

city and county government, local organizations and local/area events. We want 

people to think of the Chamber as “the” prime information source for the community. 

 Knowledge of unique Chamber/non-profit operational and legal issues. 

Skills & Abilities 

 Customer-friendly, outgoing attitude.  

 Present a professional image to members and the community. 

 Strong computer skills for database management, email, graphic design. 

 Organizational ability – keeping the office organized and helping to make events run 

smoothly. 

 Must be able to lift boxes weighing up to 30 pounds. 

 Public speaking, serving as the main representative of the Chamber in the community 

and in interactions with local government and organizations.  

TOOLS & TECHNOLOGY 

 Must know basic Microsoft (or similar) software programs, including but not limited to 

Word, Publisher, Excel, Paint. Knowledge of QuickBooks, website editing, photography 

and photo editing is also helpful. 

 Must know (or learn) the Chamber’s database and website software, which is being 

transitioned to ChamberMaster. 

 Familiarity and use of Social Media tools such as Facebook, Twitter, Blogger. 

TRAINING & EXPERIENCE 

 Knowledge of how to operate a non-profit organization, including legal and tax issues. 

 General office and customer service skills as outlined above. 

 Attendance at conferences and seminars organized by the Michigan Association of 

Chamber Professionals is encouraged. 

CERTIFICATES, LICENSES, REGISTRATIONS 

 None required, but completion of Institute of Organizational Management, produced by 

the U.S. Chamber of Commerce, is helpful. The Board will consider sending the 

executive director to participate in this Institute program. 


