
Smackover Chamber of Commerce 

Chamber Manager Position 

 
Education:  High school diploma or equivalent (GED); three months to one year related experience and/or 

training; or equivalent combination of education and experience.   

 

Experience:  Ability to operate general office equipment such as typewriter, ten-key calculator, fax machine, 

etc.  Computer experience with working knowledge of MS Office.  Must process excellent organizational skills 

and be able to work under strict time deadlines.  Should be able to handle multiple operations/tasks.  Must have 

strong verbal, interpersonal, leadership and communication skills. Initiative to learn about local businesses and 

economic development.   

 

Complexity:  Will facilitate activities of the Smackover Chamber of Commerce office set forth by the Board of 

Directors.  The office manager will be a representative of the Chamber in this role and shall act in accordance 

with the provisions outlined in the by-laws and policies.  Have a clear and demonstrated commitment to the 

Chamber mission which is to serve, advocate, and promote the interest of business while enriching the life of 

our community.   

 

Duties and Responsibilities:   

 Respond to inquiries made in-person or via telephone, mail, fax or e-mail in a friendly, informative 

manner; prepare a monthly inquiry report for the Board of Directors.   

 Supervise office volunteers; including recruiting, training and work allocation.   

 Maintain computerized membership records and financial reports; including the receipt of contributions 

and membership dues and deposit in designated checking accounts.   

 Manage daily administrative operations of the Chamber office.   

 Monitor and update Chamber web site. 

 Develop and maintain office filing system in paper and electronic formats, including photos and other 

media formats. 

 Provide assistance and support to the Board of Directors, Committees and General Members to include 

problem solving, project planning and facilitation, day-to-day office coordination and administrative 

assistance. 

 Provide clerical support for monthly Board meetings, including preparation of agenda and materials, and 

preparing the meeting minutes. 

 Monitor and maintain the supply of informational and other printed materials available for distribution. 

 Prepare and facilitate the distribution of promotional materials, including bulk and other mailings. 

 Maintain stock of office supplies 

 Oversee office atmosphere, including cleanliness, safety and maintenance. 

 Assist with Chamber sponsored programs, seminars, workshops, travel arrangements, special projects 

and/or events. 

 

Working Environment:  Includes travel throughout the community to business and governmental sites.  

Limited weekend and evening hours may be required.  There may be some lifting of material and/or equipment, 

typically 50 lbs. 

 

Application Requirements:  Candidates must submit a cover letter and resume to Kyle Wimsett, Chamber 

President, by email to smkovrcofc@sbcglobal.net. 

mailto:smkovrcofc@sbcglobal.net

