
Position


Office and Events Assistant
Reports to

President/CEO 
Functions



This is the “front-line” staff person in the hub of the office by assisting the chamber membership and the public in providing assistance and information about the chamber and the community.  This position will also serve as support staff for the Events Director and staff support as needed.  Maintaining the visitor center to ensure it is stocked, orderly, and meet with visitors will also be an important function of this job.  This is a part-time/seasonal position and is a non-exempt position.
  

Duties and Responsibilities

CUSTOMER SERVICE

· Provide a cheerful, courteous and professional response to phone and walk-in inquiries regarding tourism, relocation, community, the Chamber, and economic data.   

GENERAL OFFICE DUTIES:  

· Take messages off answering machine, website, and e-mails.

· Keep front counter and reception area clean and tidy at all times, keep floor clear of boxes, etc.  Oversee general neatness of the main areas of the office and the office meeting room.  

· Open, date, stamp and distribute mail daily.  Mail that is personally addressed should not be opened other than by the addressee.  Checks should be opened with another person (Membership or Communications Dtr) 
· Prepare bank deposits, take to bank, (daily) and enter into Chamber database.

· Check computer daily for “guestbook” requests.  

· Gather events information and update the Calendar of Events/ www.helenaevents.com  weekly.. 

· Run copies & put together packets as needed.
· Order all office supplies (with CEO approval) –and also keeping track of current office supply budget totals for the year to assist in keeping within budget.  Receive and distribute all deliveries.

· Keep CEO informed on major purchases. 

· Attend Chamber events and functions as necessary or required by CEO.  Help with Chamber events as needed.  
· Provide support for the Events Director and for programs, events, and functions as needed.
· Keep brochures stocked in the visitor center area (Chamber office), ordering more when supplies get low.  
· Take reservations for the conference room, check out keys 
· Work with Staff to ensure the storage area is kept orderly.  
· Prepare packets for relocation and vacation, label/address them, mail or prepare for bulk mailing as indicated.  These must be kept current.  All individual requests (non-magazine response lists) should be processed and sent out within a few days – 1 week at most in busy seasons.  Organize volunteer work sessions to do the larger bulk packet mailings
· Check Chamber e-mail (info@helenachamber.com ) computer daily for “guestbook” requests.  

· Keep the Calendar of Events updated weekly. Check newspaper, staff members, websites of local venues such as the Civic Center, BID, etc. for events to add.    

· Bulk mailings coordination as needed. 
· Assist Chamber staff with other duties as necessary and as time allows.   
· Duties as assigned.  
SUPPORT STAFF DUTIES:  

MEMBERSHIP
· Help with data entries for current and new memberships as directed by the Membership Director

· Update membership data base w/ payments and changes.

· Thank you cards w/business card copies sent timely to all sponsors/hosts. 
· Send thank you’s to new memberships for CEO.   
· Send renewal thank you’s monthly to members

PROGRAMS AND EVENTS

· Assist Programs and Events Director with support work such as copies, signs, registrations for events, lists, and other assistance as needed.  

· Help with Chamber events as needed.
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