
                                          

                                            

                                                                Executive Director 

                                                                   Job Description  
 

 

Job Summary : The Executive Director is responsible for the organization’s consistent achievement of its 

mission and financial objectives. Our mission is dedicated to tourism to capitalize on our unique talents 

and heritage while preserving our historic downtown and enhancing quality of life and overall economic 

health of our businesses to unite the whole community for generations to come. The Executive Director 

reports to the Chamber Board of Directors. 

Areas of responsibility include developing and maintaining positive member and community relations.  

ESSENTIAL POSITION FUNCTIONS 

1. Organizing office operations to ensure effective correspondence and information services to our 

members.  

2. Establish a strategic plan to grow/retain membership  

3. Keep the Board of Directors informed by creating budget reports and presenting information and 

requests monthly at Board meetings.  

4. Plan monthly Board meetings and events with the Board members/committees 

5. Work with the Treasurer in maintaining financial accounts and financial records.  

6. Ensure Belleville Chamber & Kansas Main Street compliance with Federal, State and local 

regulations as well as State accreditation.  

7. Market/Promote Chamber & Kansas Main Street activities, programs and goals.  

8. Maintain Social media accounts and website as well as constant contact mailings  

9. Attend city council meetings as needed  

10. Work with and assist student interns  

11. Provide business assistance and act as a resource for new and existing local businesses.  

12. Willingness to learn new systems/software programs. 

13. Other duties as assigned. 

SKILLS 

• It is required that the Executive Director have excellent professional communication skills, 

including written and oral communication skills, strong listening skills, and the ability to make 

presentations to groups.  

• Strong organizational skills, including the ability to plan, organize, and set long-term strategy with 

a work plan to accomplish it.  

• Work collaboratively and positively with others.  



• Must be computer literate and able to use software functions such as email, word processing and 

spreadsheets. 

• Present monthly budget and purchases to Board of Directors for approval  

 

MINIMUM QUALIFICATIONS  

1. High School Diploma required  

2. Appropriate written skills, leadership skills, interpersonal skills, a high level of professionalism 

and sound time management skills/practices.  

3. Working knowledge of Quickbooks, Excel and various social media outlets.  

4. 25-30 Hours per week plus attendance at Belleville Chamber & Kansas Main Street sponsored 

events.  

5. A need for flexibility of work schedule for special events and Chamber business meetings.  

6. Incidental evening and weekend requirements. 

COMPENSATION AND BENEFITS   

1. Salary based upon experience.  

 

 

 

 

 

 

 

 

 


