
Carroll County Chamber of Commerce 

Executive Director Job Description 
Reports To: Carroll County Chamber Board of Directors 

Position Overview 

The Executive Director serves as the chief executive officer of the Carroll County Chamber 
of Commerce and is responsible for providing strategic leadership, organizational 
management, and community engagement to advance the Chamber’s mission. This 
position oversees all Chamber operations, membership development, financial 
management, tourism promotion, community partnerships, and signature events. Working 
closely with the Board of Directors, business leaders, government officials, and 
community stakeholders, the Executive Director serves as a champion for economic 
growth, business success, and tourism development throughout Carroll County. 

The Executive Director serves as the public face of the Chamber and must be an energetic, 
relationship-driven leader who excels at building connections, promoting the value of 
Chamber membership, securing sponsorships, and creating opportunities that support 
business growth and community development. 

Key Responsibilities 

Leadership and Strategic Development 
• Lead the implementation of the Chamber’s strategic and business plans in 

alignment with organizational goals established by the Board of Directors. 
• Provide visionary leadership that advances the Chamber’s mission, strengthens the 

local business community, and promotes economic vitality throughout Carroll 
County. 

• Serve as a catalyst, connector, and advocate for business and community 
initiatives. 

• Foster the growth, sustainability, and coordination of the BizExcel program. 
• Build and maintain collaborative relationships with business leaders, community 

organizations, elected officials, and economic development partners. 

Membership Development and Engagement 
• Develop and execute strategies to attract, engage, retain, and grow Chamber 

membership. 
• Communicate and demonstrate the value of Chamber membership through 

programs, services, and networking opportunities. 



• Actively cultivate relationships with prospective and existing members, utilizing 
strong networking and sales skills to increase membership engagement, retention, 
and growth. 

• Conduct regular member visits to assess business needs, gather feedback, and 
identify opportunities for Chamber support and engagement. 

• Develop programs, events, and initiatives that enhance member success and 
strengthen community connections. 

Advocacy, Communications, and Public Relations 
• Represent and advocate for Chamber members through relationships with local, 

state, and federal government officials and agencies. 
• Serve as a visible spokesperson and ambassador for the Chamber and the Carroll 

County business community. 
• Build meaningful relationships throughout the community while fostering 

enthusiasm for Chamber programs, initiatives, and membership opportunities. 
• Oversee marketing, communications, media relations, and community outreach 

efforts that enhance the Chamber’s visibility and reputation. 
• Promote Carroll County as a premier location for business investment, tourism, and 

community engagement. 

Event Planning and Community Engagement 
• Plan, coordinate, and execute Chamber-sponsored programs, networking events, 

and community initiatives. 
• Lead all aspects of the Indiana Bacon Festival, including planning, sponsorship 

development, volunteer coordination, logistics, and event evaluation. 
• Support and promote festivals, cultural events, and tourism-related activities that 

enhance community engagement and economic impact. 
• Ensure events align with the Chamber’s mission and provide measurable value to 

members, residents, and visitors. 

Financial Management and Administration 
• Develop and manage the Chamber’s annual operating budget in collaboration with 

the Board of Directors. 
• Maintain the organization’s financial health through membership dues, 

sponsorships, grants, fundraising efforts, and other revenue sources. 
• Prepare monthly financial reports and provide regular updates to the Board of 

Directors. 
• Maintain strong financial controls, ensure fiscal accountability, and oversee 

contractual obligations with partner organizations and vendors. 
• Ensure transparency and compliance in all financial and administrative matters. 



Operations and Staff Leadership 
• Oversee the daily operations of the Chamber, including office administration, 

programs, and member services. 
• Recruit, train, supervise, and evaluate Chamber staff, contractors, and volunteers. 
• Establish and maintain effective policies, procedures, and operational practices. 
• Ensure compliance with all applicable legal, ethical, and regulatory requirements. 

Tourism Promotion and Development 
• Develop and implement strategies that position Carroll County as a desirable 

destination for visitors, businesses, and events. 
• Collaborate with the Carroll County Convention, Visitors and Tourism (CVT) 

Commission, local businesses, municipalities, and community organizations to 
promote tourism initiatives. 

• Serve as a permanent member of the CVT Commission and maintain all required 
administrative records, meeting notices, minutes, and activity reports. 

• Oversee the development and distribution of tourism marketing materials, including 
visitor guides, maps, digital content, and promotional campaigns. 

• Maintain the Chamber’s visitor information center and online visitor resources. 
• Manage and oversee the county tourism website and community event calendars, 

pending available funding support. 
• Recruit and coordinate the EDIT Marketing Grants Committee, oversee application 

distribution, monitor expenditures, and administer grant reimbursement processes, 
pending available funding support. 

• Identify opportunities to enhance visitor experiences through attractions, 
partnerships, events, and destination development initiatives. 

Qualifications 

Education and Experience 
• Bachelor’s degree in Business Administration, Marketing, Public Relations, 

Tourism, Communications, Nonprofit Management, or a related field preferred but 
not required. 

• Minimum of three to five years of progressive leadership experience in chamber 
management, nonprofit administration, tourism promotion, economic 
development, business development, or a related field. 

• Experience working with boards of directors, community stakeholders, and public-
sector partners preferred. 

• Experience in event planning, fundraising, sponsorship development, grant 
management, membership sales, or business development is highly desirable. 



Skills and Competencies 
• Exceptional leadership, relationship-building, and interpersonal skills. 
• Strong verbal and written communication abilities, with demonstrated executive 

presence and professionalism. 
• Demonstrated ability to build relationships, network effectively, and engage diverse 

audiences. 
• Sales-minded approach with experience in membership recruitment, sponsorship 

development, fundraising, or business development. 
• Enthusiastic, outgoing, and self-motivated professional who enjoys connecting with 

people and representing the organization in public settings. 
• Comfortable initiating conversations, making presentations, and serving as the 

public face of the organization. 
• Ability to build consensus and collaborate with diverse stakeholders. 
• Knowledge of budgeting, accounting principles, financial reporting, and fiscal 

management. 
• Strong organizational, project management, and problem-solving skills. 
• Experience in marketing, tourism development, economic development, or 

community engagement. 
• Ability to work independently, manage multiple priorities, and adapt to changing 

community needs. 

Expectations and Obligations 
• Maintain regular office hours and oversee daily operations of the Chamber office 

and visitor information center. 
• Prepare monthly Board meeting agendas, reports, and supporting materials. 
• Attend all Chamber Board meetings and provide timely organizational updates. 
• Attend community functions, ribbon cuttings, networking events, and public 

meetings as a visible representative of the Chamber. 
• Participate in local government meetings and maintain strong relationships with 

municipal, county, and regional leaders. 
• Serve as an active ambassador for the Chamber and Carroll County throughout the 

community. 
• Maintain positive and collaborative relationships with businesses, nonprofit 

organizations, government agencies, educational institutions, and community 
partners. 

• Participate in evening and weekend events as required to support Chamber and 
tourism initiatives. 


