
 

Greater Philadelphia Hispanic Chamber of Commerce Job Description 
 
October 2015 
 
Position: Executive Director/CEO/President - Reporting to the Board of Directors, the Executive 
Director (ED) will have overall strategic and operational responsibility for GPHCC's staff, 
programs, expansion, and execution of its mission. S/he will initially develop deep knowledge of 
field, core programs, operations, and business plans. 
 
 
Reports to: GPHCC Board of Directors through Chair of the Board 
 
Mission Statement: Founded in 1990, GPHCC’s mission is to develop, promote and advocate for 
Hispanic business in the Greater Philadelphia region, while encouraging the advancement and 
economic growth of the Hispanic community. 
 
Nature and Extent of Assignment 
 
Basic function:  
 
The Executive Director is the Chief Executive and Administrative Officer of the organization. 
 
Scope: The Executive Director is responsible to the Board of Directors for a full range of 
activities, including but not limited to the following: coordination of the program of work; 
organizational structure and procedures; motivation of volunteers; income and expenses; 
maintenance of membership; employment, training, and supervision of staff; interpretation of 
policy; maintenance of headquarters; long range planning, and liaison with a variety of 
constituents. 
 
Functions: 

1)  Leadership & Management: 

 Ensure ongoing local programmatic excellence, rigorous program evaluation, and consistent 
quality of finance and administration, fundraising, communications, and systems; 
recommend timelines and resources needed to achieve the strategic goals 

 Actively engage and energize GPHCC staff, volunteers, board members, event committees, 
alumni, partnering organizations, and funders 

 Develop, maintain, and support a strong Board of Directors: serve as ex-officio of each 
committee, seek and build board involvement with strategic direction for both ongoing local 
operations as well as for the national rollout 

 Lead, coach, develop, and retain GPHCC's high-performance team. Ensure effective systems 
to track scaling progress, and regularly evaluate program components, so as to measure 



 

successes that can be effectively communicated to the board, funders, and other 
constituents 

2) Program of Work - the Executive Director is responsible for identification of Chamber and 
Community needs and for the preparation of a program of work designed to meet these 
needs. This involves a constant evaluation of the program, with recommendations for 
change as needed, and a system of measuring progress toward attainment of program and 
community goals. Programs results should mirror the board led current strategic plan. 

 
3) Organizational Structure and Procedures - The Executive Director must pay constant 

attention to the internal structure of the Chamber to ensure that the organization is 
effectively geared to function with maximum efficiency in the anticipation, identification, 
and solution of Chamber/Community problems. The Executive Director will recommend to 
the Board such changes in structure and procedures as are needed. 

 
4) Motivation of Staff and Volunteers – The Executive Director serves as the leader in the 

Chamber that leads by inspiring, developing and creating a team environment for staff and 
volunteers that drives efficient and effective performance and creates a great place to work 
for the good of the community and members we serve. 

 
5) Income and Expenses - Through the Finance Committee, the Executive Director is 

responsible for developing the Chamber budget and relating budget to program goals. As 
approved by the Board, the Executive Director is responsible for all expenditures within the 
framework of the budget. He/she will prepare monthly financial statements of income and 
expenses by department. He/she will ensure that financial records of the Chamber are 
audited annually. He/she will seek maximum staff efficiency in all financial procedures 

 

6) Fundraising & Communications - Expand local revenue generating and fundraising activities 
to support existing program operations and regional expansion while simultaneously not 
accumulating debt. Deepen and refine all aspects of communications—from web presence 
and social media to external relations with the goal of creating a stronger brand. Use 
external presence and relationships to garner new opportunities. 

 

7) Membership - The Membership Committee is responsible for maintaining the membership 
at the level that will ensure necessary income for the operation of the program.  
Additionally the Membership Committee is responsible for the membership service quality 
based on membership feedback. 

 
8) Staff - The Executive Director is responsible for the employment of all staff personnel, 

providing clear role function, employee development, inspection and support to ensure a 
team approach to achieve the desired outcomes for the sake of the team and the 
sustainment of Chamber, within the framework of the approved budget, of the terms of 
their employment. As indicated by the program of work, he/she creates such departments 



 

as are needed to implement the program. The Executive Director will develop and conduct 
continuing on-the-job training programs and will ensure participation in professional 
conferences, seminars, and institutes as are needed to develop and maintain operations at 
peak efficiency. 

 
9) Interpretation of Policy - The Executive Director will ensure that Chamber policy (also 

known as the By-Laws), as established by the Board, is properly recorded in minutes and 
indexes in the policy manual. He/she will assist the Board, committees, members, and the 
staff in interpretation of policy in relation to any given question or program. He/she will 
assist the Chairman of the Board of Directors in preparation of statements of Chamber 
position on public issues. 

 
10) Headquarters - As approved by the Board of Directors, the Executive Director is responsible 

for the location, design, and maintenance of headquarters that will provide for an efficient 
operation and present an attractive “front door” for the Chamber members, the 
community, and visitors. 

 
11) Long-Range Planning - Under direction of a constantly evolving Board of Directors and an 

annually changing roster of officers, the Executive Director is responsible for maintaining 
continuity and consistency in programming. Based on proper research of community needs, 
the Executive Director must anticipate emerging and long-range problems and recommend 
Chamber and Community programs to meet such needs.  

 

Complete the strategic business planning process for the program expansion into existing 
underserved market. Begin to build partnerships in these markets, establishing relationships 
with the funders, and political and community leaders at each expansion site. Be an 
external local and regional presence that publishes and communicates program results with 
an emphasis on the successes of the local program as a model for regional and national 
replication by other chambers 

 
12) Liaison - 

a) With the Board of Directors - The Executive Director must earn and maintain the respect 
and confidence of the Board, individually and collectively. The Executive Director is 
responsible for preparing an agenda, maintaining Board minutes and records, carrying 
out plans and programs of the Board in accordance with established policies, serving as 
representative of the Board for all contacts with the Chamber Staff, initiating programs 
for consideration by the Board, and advising the Board on all matters under 
consideration. 

b) With Chamber Members - The Executive Director must motivate members to support, 
personally and financially, an aggressive Chamber program. The Executive Director must 
analyze and interpret the needs of members and recommend revisions in the program 
of work to improve service and assistance to make membership more valuable. The 
Executive Director will entertain suggestions, proposals, and requests from the 
members and translate them into action consistent with the fundamental objectives 



 

and policies of the Chamber. He/she will render such personal service to members as 
the occasion may require and time may allow.  

c) With the Staff - The Executive Director must lead the professional staff. Since he/she is 
responsible for employment and training of all staff members, the Executive Director 
assumes responsibility for their efficient performance of duty. As required by the 
program of work, the Executive Director establishes appropriate departments, defines 
the general purpose of each department, and assigns duties accordingly. The Executive 
Director must create working conditions that are conducive to maximum performance 
and employee morale. 

d) With the Community - Through personal contacts with key community leaders, the 
Executive Director helps shape the community. He/she is frequently called upon to 
relate Chamber activities to the activities of all other groups in improvement of 
commercial, industrial, and civic life of the community. The Executive Director 
represents the Chamber in meetings of local, state, and national organizations. He/she 
must constantly strive to develop a better public understanding of the purpose and 
functions of the organization. 

 
Required Skills Set: 

 Proven leadership skills ability to lead to desired performance goals (Organization, 
Negotiation, and Diplomacy). 

 Ability to interact, influence and lead individuals at all levels in an organization. 

 Proficiency in the use of Internet, Social Media and Microsoft Office tools (Word, Access, 
Excel and PowerPoint); experience with customer relationship management system or 
membership database system a plus. 

 Excellent written and oral communication skills in Spanish and English. 
 
Desired Qualifications: 

 Education - Bachelor’s Degree 

 Experience - At least five years of experience in a leadership position at a chamber of 
commerce or other similar civic, community or non-profit organization 

 
To Apply: 
Interested candidates should forward their resume along with a cover letter, including salary 
requirement, to Executive Director Search Committee, Greater Philadelphia Hispanic Chamber 
of Commerce, 200 S Broad Street, Suite 700, Philadelphia, Pa 19102 or E-mail to: 
esearch@greaterphilachamber.com - No phone calls please.  
 
Deadline to Apply: October 30, 2015 


