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Title: Executive Director, Paris and District Chamber of Commerce
Reports to: PDCC Board of Directors
Location: Paris, ON
Compensation: $45,000 to $48,000 
Hours: Part-time (25 to 30 hours per week)

Position Summary:
The Executive Director is responsible for the successful management of the Paris and District Chamber of Commerce (PDCC). A community leader with a high degree of professionalism, working in a hands-on capacity to implement plans and board directives and oversee all operational aspects of the Paris and District Chamber of Commerce
The Executive Director is responsible and accountable to the Board of Directors for the day-to-day operations of PDCC, working within Board-approved by-laws, policies, and budget, to implement the strategic plan, communicate with the membership, grow the membership base, and carry out events and fund-raising initiatives.
The Executive Director will be instrumental in building and maintaining relationships with key stakeholders, including representatives of federal, provincial and municipal government (both elected and non-elected), the Ontario Chamber of Commerce, other local chambers, the media, local business leaders, suppliers, the business community, members and other stakeholders, including volunteers and key partners of the PDCC.

Key functions:
Policy, Planning and Board Support
· Work with the Board of Directors and sub-committees of the Board, in executing PDCC’s strategic plan, operating within the annual budget
· Implement short and long-term objectives and strategic initiatives
· Direct programs and services that meet the short and long-term objectives
· Monitor the effectiveness of Chamber programs and services in relation to member needs
· Ensure full compliance with PDCC by-laws, policies and government regulations and statutes
· Advise the Board of Directors of resources needed to ensure growth and sustainability
Operations and Management
· Manage the day-to-day operations in consultation with the Board of Directors
· Maintain an effective and efficient office environment
· Plan Chamber events, meetings and seminars
· Seek sponsorship, partnership and funding opportunities
· Attend Chamber functions to engage with Members and prospective members  
· Contact non-member businesses to promote the Chamber and encourage membership
· Interact with existing membership to encourage participation and facilitate connections
· Oversee accounts payable and receivables
· Oversee all office administration including paper and electronic filing, file backups, ingoing and outgoing mail, customer management system, etc. 

The Essentials:
· Self-starter and driven independent worker
· Ability to collaborate as a part of our team
· Outgoing and personable 
· High level of professionalism and discretion
· Excellent writing skills and strong attention to detail
· Highly organized
· Resourceful and adaptable

The position requires working in an office setting with flexible hours.  The Chamber holds anywhere from 1-3 events per month. The position is subject to a 6 month probationary period.
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