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POSITION DESCRIPTION

POSITION TITLE:
Administrative Assistant

REPORTS TO:
Executive Director

TO APPLY:  Forward cover letter and resume to Executive Director, Cayuga County Chamber of Commerce 36 South Street, Auburn, NY 13021.  Or submit via e-mail at admin@cayugacountychamber.com.  All resumes must be received by February 4, 2011 to be considered.
POSITION FUNCTION:

To provide administrative support for coordinating and performing administrative activities within the Chamber office. Responsibilities include answering the telephone, meeting and assisting visitors, responding  to inquiries from the members and public, preparation of reports and studies, collection and organizing information/data, maintaining web content and e-marketing, as well as general support duties necessary for those and other tasks.

POSITION RESPONSIBILITIES
Reception/Information Processing
1. Handle incoming phone calls, greet visitors to the office and effectively answer their inquiries. Maintain necessary records containing information for this purpose.

2. Maintain office brochure racks, order additional brochures as needed, bring brochures from storage area and organize brochures in storage area as needed.

3. Answer promptly and accurately all requests for member information packets, brochures, maps and other information, and inform appropriate staff when necessary for follow up.
4. Attend all Chamber events to register attendees and interact with members. 

5. Manage and maintain the Chambers membership, IGNITE, and Leadership Cayuga databases.

6. Manage and maintain the Chambers website.

7. Design the monthly newsletter and all other communication tools, (e-blasts, press releases, etc.). Maintain constant contact database
8. Keep reception area neat and in good order.

9. Gather and retain as much community, area and general information as possible.
10. Maintain Community Calendar.
Meeting Management

1. Schedule and prepare refreshments, ordering of lunches and meeting rooms as needed. Responsible for cleaning up the meeting rooms at the conclusion of meetings.

2. Receive and accurately record all meeting and event registrations. Maintain and organize registration sheets for events and meetings and prepare nametags.

3. Insure the maintenance of master calendar including dates of all Chamber meetings and events.

Administration

1. Oversee the maintenance of records, including rosters, regarding Board of Directors, Executive Committee, and other councils, committees and task forces.

2. Perform word processing of general correspondence, meeting minutes, reports and other documents as assigned.

3. Act as administrative assistant to Executive Director, maintaining calendar and providing support functions.

Other

1. Perform all other duties assigned.

POSITION REQUIREMENTS

The Administrative Assistant must possess strong word processing skills, good verbal communication skills, strong interpersonal skills and the ability to interact well with volunteers, staff and all segments of the public.

To be able to successfully fulfill the responsibilities of this position, the Administrative Assistant must possess a valid driver's license, must be able to work under regular, moderate levels of stress and must be able to work before and after hours as required.

Proficiency in using Microsoft Access, Word, Excel, and Publisher is required.  Experience in Adobe Creative Suite and WordPress is preferred.
This position requires a minimum 12 credit hours of college level business education or equivalent experience.

Light lifting is required up to 50 lbs.

