Benzie County Chamber of Commerce & Benzie County Visitors Bureau
Job Description
Position Title:  Receptionist
Scope of Position:  Answer the Information Center telephones and greet walk-ins, providing requested information. Maintain the orderliness of the informational materials, office supplies, and office.  Assist with stocking of member brochures. Provide assistance to the President and CVB Marketing Director in administrative tasks and marketing tasks of the organizations. Participate in the planning and implementation of Chamber and CVB events as assigned by the President and Marketing Director. 
Hours:  25 to 30 hours per week.  Most Saturdays are required Memorial Day through the end of October. Occasionally the schedule may vary to accommodate special activities and events.  
Time Allocation:  Chamber Of Commerce = 20%, Visitors Bureau = 80%

Responsibilities include but are not limited to:  


· Answer telephone inquiries and respond to walk-ins

· Stock brochures and maintain information displays

· Maintain neatness of office and brochure racks.  Assist other staff with maintaining the orderliness of the work room, kitchen, and conference room
· Maintain accurate information relating to accommodations 

· Assist in the preparation of all bulk mailings

· Maintain statistics relating to inquiries and responses
· Assist staff with the planning and implementation of Chamber & CVB events and activities
· Assist with social media programs of the organizations

· Assist in the production of any organization publications
· Work with volunteers on office projects

· Other duties as assigned by the President
Reports to: The President
Evaluation:  Annual Employee appraisal, January of each year
Last Updated: 3/2010
