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POSITION DESCRIPTION
Operations Manager
Function

This position serves as the primary manager of the internal operations of the Chamber, and is a key advisor to the President.  Major responsibilities include financial and payroll oversight and facility management.  Additionally, the Operations Manager serves as a spokesperson for the Chamber to external stakeholders, occasionally performing ceremonial functions and representing the Chamber in a decision-making capacity.  Exemplary interpersonal skills, creative problem solving, familiarity with Wilson, its businesses and the surrounding community, and an enthusiasm for promoting them, are required.  The preferred candidate will have a firm understanding of accounting and budgeting software, purchasing, and human resources management.
Highly valued skills include knowledge of generally accepted accounting principles, strong analytical ability, and effective written, verbal, and public presentation capabilities.  The ability to work discreetly with highly confidential information is required.
Reports Directly To

President 
Education / Experience
The preferred candidate will have completed relevant coursework in accounting, budgeting, finance, and similar business-related disciplines.  Ideally, the candidate will have 3-5 years of experience in the nonprofit sector, or commensurate training in nonprofit management.
Major Accountabilities

· Serve as chief financial officer for both the Wilson Chamber of Commerce and Wilson Commerce Foundation (a 501c3 organization related to, but separate from, the Chamber)

· Utilize accounting software to track cash flow, membership investments, accounts payable/receivable, and prepare monthly financial statements
· Process payroll and manage human resource records

· Prepare records for review as part of the Chamber’s annual audit, performed by an outside agency

· Assist the President in preparation of the Chamber’s annual operating budget

· Manage the capital and purchasing needs of the Chamber, offering recommendations to the President as needed

· In the absence of the President, serve ceremonial/emcee functions for various events

· Serve as a representative of the Chamber on community boards and committees as assigned

· Assist the Membership Services Manager and Marketing and Events Manager to execute major elements of the Chamber’s program of work

· Other duties as assigned by the President
Compensation

The Chamber offers a competitive compensation package that is negotiable based on qualifications.
Work Environment
· This is a full-time salaried position, working approximately 40 hours per week.

· Periodically, the position will require work before or after regular business hours.

· 75% of work time is spent in a typical office setting, performing regular office functions.
· 25% of work time is spent off-site (including at member businesses and event venues), completing tasks related to representing the Wilson business community, or otherwise interfacing with Chamber members.
· Occasionally, tasks related to execution of the Chamber’s program of work will be physically demanding, and work outdoors in adverse weather conditions may be required.  The ability to lift and move objects up to 50 lbs. is required.
About the Chamber

The Wilson Chamber of Commerce is a 501c6 membership organization, and has been Wilson’s premier business network since 1897.  Our mission is to “build a market where businesses prosper” by providing networking, advocacy, marketing, and education value to our members.  Our vision is to be the respected, representative voice of the greater Wilson business community, leading efforts to make Wilson a premier destination for business.
To Apply
Candidates should EMAIL a letter of interest, comprehensive resume, and salary expectations directly to the President, Ryan Simons, at rsimons@wilsonNCchamber.com.  
Mailed or hand-delivered resumes will not be considered.

Resumes will be accepted until the position has been filled.  The anticipated start date for this position is August 1, 2023.
