
 
Pontiac Chamber of Commerce | Resource Position 

Position: Executive Director 

Reporting to: The Board of Directors 

Executive Summary 

The Pontiac Chamber of Commerce is in the process of realigning its organization to meet the 
needs of local business following the impacts of COVID-19 on the local economy. Their main 
goals are to increase sales for local businesses with a buy local campaign and add value to their 
membership in hopes of attracting new businesses to the Chamber. 

PONTIAC CHAMBER OF COMMERCE  

The Pontiac Chamber of Commerce's mission is to help foster economic growth in the Pontiac. 
The Chamber believes that a strong and vibrant private sector is the key to a better quality of 
life for all citizens. 

 

Position Description 

Areas of Authority: 

Reporting to the Board of Directors, the Executive Director provides leadership and direction to 
the achievement of the Pontiac Chamber of Commerce’ mission and objectives in the following 
core areas of responsibility: 

- Member relations 
- Program/policy development 
- Digital communications 
- Industry relations 
- Financial management 

 

 

 



Qualifications: 

• Post-secondary education in business administration, communications, 
marketing, economic development or related field 

• Minimum 3 years management experience in a related field 
• Strong leadership skills and excellent written and verbal communication skills 
• Must be a highly motivated self---starter who works well under limited 

supervision 
• Organized, efficient, resourceful and dependable 
• Ability to manage a variety of projects simultaneously and to meet deadlines 
• Strong public speaking, interpersonal and negotiation skills 
• Proficiency in major office computer applications 
• Knowledge of the Pontiac business area preferred 
• Experience with other business associations, economic development offices 

or non---profit associations is an asset;  
• Bilingualism mandatory – both oral and written-  

 

 Responsibilities: 

• Work with the board of directors to develop and implement the Pontiac 
Chamber of Commerce    short---term and long---term objectives, to participate 
on and support all committees and to make suggestions on allocation of 
resources. Monitor and report progress of objectives on a regular basis. 

• Advise, support and solicit direction from the board of directors through 
regular communications and meetings. 

• Plan, organize and oversee daily operations of the Pontiac Chamber of 
Commerce, develop and maintain records of Chamber members, partners 
and key contacts. 

• Maintain records of communications, events and activities.  
• Assume responsibility for all digital and social media operations including the 

website.  Develop policy and programming that responds to the objectives of the 
business community and the Chamber of Commerce. 

• Manage budget in consultation with the board of directors. Maintain and 
report accurate accounts of the finances; manage monthly cash flow and 
budget statements. 

• Build trust within the community, develop relationships with membership 
and keep members informed through regular communications, news 
bulletins, security alerts, meetings, and networking activities. 

• Solicit feedback and respond to inquiries and concerns in a timely manner. 
• Maintain close alliances with key benefit and program suppliers and partners. 



• Establish and maintain effective relationships with appropriate government officials, 
regional organizations, community members and organizations, volunteers, business 
leaders. 

• Solicit volunteer involvement at every opportunity to manage the workload and 
promote member engagement. 

The Executive Director is the voice of the Pontiac Chamber of Commerce on Board-approved 
public and community policy matters.  The Executive Director is highly visible in the community 
and always promotes a professional image of the Chamber and its members.  The nature of this 
role requires a flexible work schedule with occasional evening and weekend work. This position 
operates on a telework model, with occasional site-specific meetings, and operates on a 35-
hour workweek.   
 
Term of the contract: 1 year, with the possibility of renewal on a yearly basis 
Estimated remuneration: $ 60,000.00 commensurate on experience 
Selection method: The Board of Directors shall evaluate candidates based on the quality and 
experience of the service offered in the individual’s proposal. Please include a detailed resume 
and a service offer detailing the attributes that you would bring to the Board of Directors, the 
Pontiac business community and the Chamber of Commerce.  

Experienced individuals should submit their candidacy to: 

info@pontiacchamberofcommerce.ca  

Subject: Executive Director 

Closing date: February 14, 2022 at 4:00 p.m. 
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