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Duties of President
The President of the Eatonton-Putnam Chamber of Commerce is a full-time salaried position, the chief executive and administrative officer, and is charged with the responsibility to manage the affairs of the Chamber and Welcome Center.  The President, recommends and participates in the formation of new policies and programs; makes decisions within existing policies as they have been approved by the Board of Directors; maintains an effective leadership position both in the community and within the Chamber; plans, organizes, directs and coordinates the staff; and guides and coordinates the programs and activities of the Chamber to assure objectives are attained, plans fulfilled and members needs met.  
· Keep the Board of Directors, the Executive Committee, its officers and members fully informed on the condition and operation of the Chamber, and all important factors influencing them, and attends all meetings of the Board of Directors and the Executive Committee. 

· Take ultimate responsibility for carrying out policies set by board.
· Over see all operations of the chamber, including program of work.
· Carry out contracts with city and county governments, including community development projects, tourism promotions and economic development promotions.  Assign staff when possible.
· It is the responsibility to work with city, county, and development authority officials in a positive public atmosphere. 

· Prepare yearly budget, present monthly statements to board. Manage finances of Chamber in a responsible and productive manner. Oversee and be responsible for all accounting and audit procedures.  Make daily and weekly deposits as needed.
· Work with media to promote all aspects of Putnam County in a positive way.
· Be liaison between chamber board and city and county officials and their staff, to be accomplished in a positive public atmosphere.
· Work with civic organizations and chamber members to educate them on important matters to the community, and to their businesses.
· Act as secretary to Chamber Board.  Represent Board at Public meetings when needed.
· Represent Chamber and community, either personally or assign staff, on Georgia’s Lake Country Trustee, historic Heartland, Antebellum Trail, Eatonton Main Street, school & university systems, Eatonton-Putnam Arts Foundation, and joint promotions with regional chambers, and CVB’s.
· Assume the meeting responsibilities of working with Main Street and merchants.  Some task may be assigned to MM or TSE coordinator as deemed appropriate.

· Maintain a working relationship with state agencies

· Organize and oversee all aspects of Leadership Putnam, attend, teach (when qualified with formal training experience), and whatever other duties are required to make the program successful.  May require support services from all employees and board members from time to time.
· Set up and host annual board retreat.
· Look for new programs to promote to Chamber members.
· Supervise all employees as well as being responsible for hiring and dismissals.  Perform annual reviews on employees and report to board.
· Serve on any city or county committees when asked to do so.
· Assist with recruiting new members, paying particular attention to Upper Levels, which is a priority with all staff & board members.
· Participate in leadership and professional development opportunities

· Take responsibility for keeping all certifications current

· Annual Awards Banquet is held the first Monday in May.  TSEC, Membership Manager, and President will organize the event, from designing the invitations to mailings to compiling the RSVP’s.  Responsibilities also include a raffle or silent auction, award presentation, table centerpieces and bar supplies
· Other duties as may be assigned by board or deemed necessary.
