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Job Title: Programs Coordinator

Reports to: Executive Director; will report to various team members based on assigned tasks
Status & Compensation: $18-$20 per hour, based on experience and qualifications. This is a part-
time, hourly position.

Summary of Role: The Ankeny Area Chamber of Commerce is seeking a friendly, organized, and
dependable part-time Programs Coordinator to support the day-to-day operations of the Chamber
office. This position will assist with administrative tasks, member communication, event preparation,
and general office support.

The ideal candidate is detail-oriented, comfortable interacting with members and community partners,
and able to work independently while also being part of a small, collaborative team.

Schedule: The schedule may be flexible depending on the candidate and weekly event needs;
however, the position will generally be approximately 20 hours per week, Monday—Thursday, with
some exceptions as needed. Staff meetings occur 1:30-3:00 pm on Mondays, with other scheduled
days to be established once hired.

Mission Statement: The Ankeny Area Chamber of Commerce is dedicated to the promotion and
development of our members within the community.

Equal Opportunity:

The Ankeny Area Chamber of Commerce is an equal opportunity employer and is committed to
providing a professional and inclusive workplace.

To apply for the position, send a resume with a cover letter to the
Executive Director, Jamie Anderson, janderson@ankeny.org.

Essential Responsibilities:

Administrative Support
e Provide general administrative and clerical support to Chamber staff.
« Assist with data entry, document preparation, copying, scanning, and other office tasks.
« Maintain accurate files, records, and databases.
e Monitor and respond to emails as needed.
« Help keep the Chamber office organized and welcoming.
o Answer and direct phone calls and respond to general inquiries.

Membership & Member Support

o Assist with member inquiries and general customer service support.
Facilitate the planning and execution of New Member Mixers and Speed Networking events.
Aid with membership mailings, communications, and other member-related projects.
Help with new member information and onboarding materials.
Maintain and update member records and contact information, using various Customer
Relationship Management systems (CRM).
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Event Support

Assist with preparation and coordination of Chamber events, programs, and meetings.

Help prepare event materials, name tags, signage, packets, and other supplies.

Provide on-site support at events as needed, including registration, setup, cleanup, and guest
assistance.

Some early morning, evening, and weekend hours may be required during larger Chamber
events.

Ankeny Chamber SummerFest: Held annually during the second weekend of July; 3-day event
with various tasks involved; attendance is required.

General Support

Provide administrative assistance to Chamber staff and leadership as requested.

Assist with special projects and other duties as assigned that support Chamber operations.
Represent the Ankeny Area Chamber of Commerce in a professional, friendly, and positive
manner.

Qualifications:

Previous administrative, office, customer service, or related experience preferred.

Strong organizational skills with excellent attention to detail and the ability to manage multiple
priorities, projects, and deadlines effectively.

Excellent written and verbal communication skills, including the ability to speak confidently to
individuals and groups.

Professional, courteous, friendly, and responsive when working with members, prospective
members, volunteers, and other constituents.

Dependable, self-motivated, and able to work independently while also contributing effectively
as part of a team.

Strong interpersonal, networking, and team-building skills, with a high level of enthusiasm and
initiative.

Ability to troubleshoot, adapt to changing priorities, think quickly, and make sound decisions.
Working knowledge of Microsoft Office Suite and basic computer programs, with the ability and
willingness to learn new technology, software, and the Chamber’s Customer Relationship
Management (CRM) system.

Experience working with or supporting a volunteer-driven organization preferred.

Valid driver’s license.

Physical Requirements:

Ability to stand and walk for extended periods of time.

Ability to carry up to 25 pounds or more.

Ability to sit at a desk comfortably while working on a computer for extended periods.
Ability to set up and tear down at events.



