
 
 
 
 

Administrator Job Responsibilities 
 

THIS IS A PART TIME, WORK FROM HOME JOB WITH HOURS NOT TO EXCEED 20 HOUR PER WEEK 
BILLING 

 Issue Invoices for current and past due member renewals each month - Utilize the Account 
Receivable Reports to determine the list of invoices that need to be sent. Send around the 15th 
of the month. 

 Issue invoices for event sponsorships as needed - based on special request. 

 Issue invoices for annual sponsorship packages September 1st for October 1st due date. 

 Send acknowledgement emails to new or renewing members and sponsors after payment. 
 
WEEKLY NEWSLETTER 

 Update and send weekly newsletter each Monday morning 
 
WEBSITE AND SOCIAL MEDIA 

 Work with President to create and post content to the Chamber website and social media 
channels. 

 Monitor social media sites and respond accordingly. 
 
MEMBER ENGAGEMENT 

 Correspond with members and others as needed. 

 Assists new members in maximizing the effectiveness of their member directory listing and with 
accessing the member portal to ensure contact information is complete and accurate. 

 Contacts existing members to ensure information in database is correct. 
 
EVENTS 

 Assists President with planning events 

 Must be able to attend Chamber events as needed 

 Enter business cards into database following all events 

 Create Chamber events in Chamber Master to allow for online registration. 

 Create / assist members in the creation of member events on the Chamber's calendar. 
 
SKILLS, ABILITIES AND CHARACTERISTICS  

 Must have a great outlook on life with a ‘glass half full’ kind of attitude. 

 Excellent communication skills including verbal, written and listening skills with attention to 
detail.  Must be able to communicate with people at all levels and backgrounds. 

 Self-motivated with the ability to prioritize and manage multiple tasks with strong organizational 
skills 

 Excellent customer service skills and ability to develop and maintain good relationships 

 Computer experience including Microsoft Office Suite, basic HTML, Constant Contact and 
database software is desired. 

 
Now, forget everything you just read and read this: 
You must be teachable and have a positive attitude.  If you have a good head on your shoulders, a 
strong work ethic and a sense of humor, respond to this with your resume.  If not, best wishes on your 
job search because this is not the job for you. 
 
Please send cover letter and resume to Rockville@rockvillechamber.org. 
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