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Position Summary:  The Executive Director is the chief administrator of the Forest County Chamber of Commerce (FCCC) and the Forest County Economic Development Partnership (FCEDP).  The Director is responsible to the Chamber and the FCEDP’s Board of Directors for a wide range of activities including, but not limited to, coordination of the Chamber and FCEDP’s programs of work including advancing tourism, economic development and quality of life opportunities for Forest County, long-range planning including collaborating with other community groups, and acting as a resource for the community.  The Executive Director should have a love for Forest County, strong organizational and leadership skills with an ability to motivate others to be champions of Chamber and FCEDP initiatives, excellent customer service skills, the ability to work flexible hours including nights and weekends as needed, a commitment to personal growth, and a passion for collaboration and working for the betterment of Forest County.  The Executive Director, working cooperatively with the Board of Directors, is responsible for the identification of the organization and community needs, and for the preparation of a program of work designed to meet these needs. This involves regular evaluation of the program of work and making recommendations to the Board for changes as needed.  As approved by the Board, the Executive Director is responsible for all income and expenditures within the framework of the approved annual budget. This responsibility includes income and expenses of funds from other sources that are administered by the Chamber and FCEDP.  The Executive Director is responsible for working collaboratively to administer promotional funds and create positive advertising campaigns on behalf of Forest County. The Executive Director is responsible for the reputation of the Chamber and the FCEDP within the county and surrounding areas, and is the chief spokesperson for the organizations with media contact as directed by the Board. This requires a good working relationship with the media. 
 
Accountability:  The Executive Director reports to the Chamber and the FCEDP’s Board of Directors.  The Chamber’s Executive Committee (officers and others as named by the President) will serve as the Personnel Committee, and have general oversight of all Chamber staff.  
Responsibilities and Program of Work:  
Coordination and Administration of Room Tax Collections 

• Fulfill responsibilities as Secretary/Treasurer of the Forest County Room Tax Commission.  This includes scheduling of meetings as per Commission Bylaws. 
• Maintain accurate financial records and provide financial reports at meetings. 
• Establish and maintain positive working relationship with town clerks and treasurers. 
• Provide accurate forms for each collecting unit of government. 
• Maintain consistent communications and a good working relationship with Tourism Commission representatives.  

Operation of Chamber Office and Forest County Visitor’s Center 
• Supervise Chamber staff; provide regular updates to Board of Directors on performance. 
• Maintaining consistent hours of operation for Chamber office and Visitor’s Center as determined by the Board. 
• Welcome visitors, including answering questions and acting as an ambassador of the county. 
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• Coordinate production and ad sales for the annual Visitors Guide. 
• Coordinate marketing campaigns promoting Forest County as a visitor destination. 
• Interact with Forest County Advertising Committee and maintain a positive relationship and consistent communications. 
• Serve as the Chamber’s liaison with the Wisconsin Department of Tourism and maintain a strong relationship with the Department’s staff and regional tourism specialists. 
• Maintain a clean office, including for areas open to visitors and restrooms.  Maintain awareness of the building’s exterior, including seasonal maintenance such as snow and ice removal.  Update the Board on the physical needs of interior and exterior.  Maintain accurate and timely signage. 
• Coordinate the maintenance and updates to the Chamber’s website.  

Forest County Economic Development Partnership 
• Supervise FCEDP staff; provide regular updates to Board on performance. 
• Prepare monthly Board meeting agendas and meeting minutes, including Director’s report. 
• Engage in continuing education to further enhance economic development skills. 
• Explore grant opportunities that advance the interests of Forest County and its businesses. 
• Promote FCEDP’s Micro Loan Program. 
• Receive and monitor Micro Loan payments from recipients. 
• Promote FCEDP’s Revolving Loan Fund and assist businesses in applying for capital improvements. 
• Communicate with Revolving Loan Fund board and provide updates on applications and payments.  

Event Planning and Management 
• Manage Chamber and Tourism sponsored annual events. 
• Schedule events during appropriate timeframes to ensure the success of events. 
• Maintain accurate event financial reports. 
• Collaborate with Board and other volunteers to staff events.  

Budget Planning 
• Provide accurate monthly financial reports to Board of Directors at monthly board meetings. 
• Prepare annual budget for review and approval by Board. 
• Proficient in QuickBooks. 
• Ensure the Chamber is current with all federal, state and local tax documents and payments.  

Member Relations  
• Proactively recruit new Members. 
• Maintain consistent communication with Membership, using newsletters, mailings, etc. 
• Perform monthly visits with Chamber Members, with a pre-determined number of in-person visits established with Board input.  Provide monthly reporting to the Board detailing outcomes of visits. 
• Assist and involve Chamber staff in all Member relations activities.  

Other Responsibilities 
• Schedule and notify Board of upcoming Board Meetings, providing meeting reminders and Board packets at least three days in advance of Board Meeting. 
• Be involved and actively participate with county organizations and regional groups that offer benefits to Forest County and Chamber Members. 
• Other duties as assigned by the Board of Directors. 
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Benefits The Executive Director will receive 10 paid Personal Time Off (PTO) days per year.  After two years of service, the Executive Director will receive 15 days of PTO per year.  After five years of service, and thereafter, the Executive Director will receive 20 days of PTO per year.  The Executive Director should submit a request for time off at least two weeks in advance, and, whenever possible, ensure time off does not fall on Chamber events.  The Executive Director is responsible for ensuring the Visitor Center and FCEDP office is staffed during their time off.  The Executive Director is expected to work at least 40 hours per week (Visitor Center hours), and attend all Chamber events.    The Chamber office will be open Memorial Day, July 4th (when it falls on a weekday) and Labor Day, with hours to be determined by the Executive Director and/or the Chamber Board of Directors.  The Chamber Board’s intention is that the Chamber office be opened on these holidays, and that the work schedule is shared between the Executive Director and the Administrative Assistants.  The Executive Director and Chamber staff shall receive six paid holidays, including: 
• New Year’s Day 
• Good Friday 
• Thanksgiving 
• Christmas Eve 
• Christmas Day 
• New Year’s Eve  

Compensation Salary:  approximately $60,000 per year.  The Board of Directors will negotiate with the Executive Director the amount of annual compensation.  Salary increases and incentives will be discussed and potentially implemented based on the Executive Director’s achievements in advancing the Chamber and FCEDP’s programs of work as outlined in this document.  
Performance Reviews Performance Reviews will be done on an annual basis or as needed.  


