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EXECUTIVE DIRECTOR
Job Description

BASIC FUNCTION:

The Patchogue Chamber of Commerce is seeking an Executive Director who will be well connected to all of the vital parts of the Patchogue Village Community. An ideal candidate should be the go-to source of information for the Great Patchogue community.

RESPONSIBILITIES INCLUDE:

· Build and maintain relationships with Patchogue Village stakeholders, chamber of commerce members, and general community members. 
· Attend, lead, and participate in various committees, events, and boards both locally and in Suffolk County.
· Manage the Assistant to the Executive Director, interns, and volunteers.
· Attend the Village Board meetings on the 2nd and 4th Monday evening of every month.
· Serve as a liaison to important boards such as, but not limited to, the Village Business Improvement district, Precinct Leve Advisory Board (5th Precinct), etc. Must have the flexibility to attend monthly meetings (includes evenings).
· Attend all major event that are run by the Patchogue Chamber of Commerce (Alive After 5, Midnight on Main, Fall Festival, etc.).
· Network and attend important community events/gatherings that take place throughout the year (parades, Kris Kringle, significant committee events).
· Work with committees to obtain necessary event permits from the Patchogue Village.
· Serves as Executive Director of the Chambers Non Profit arm the Greater Patchogue Foundation.

QUALIFICATIONS:

· Able to connect with individuals and build alliances among vital parts of the Patchogue Village Community. 
· Works well with diverse populations, and able to build/maintain relationships.
· Diplomatic in order to be able to service as an unbiased, neutral party when working with groups of different biases and agendas.
· Stays on top of multiple projects, anticipates obstacles, identifies and involves stakeholders appropriately, uses resources wisely.
· Flexibility for evenings and weekends.
· Up to date understanding of social media, modern marketing.
· Track record of achievement and producing results (rather than getting immersed in process), perseveres despite obstacles. Can apply this to a vision for Patchogue.
· Capacity to consistently network with the growing community (sociable). Comfortable and skilled public speaker.
· Existing institutional knowledge of the Patchogue Village (not required, but a plus).

SALARY/EXPECTATIONS:

· Full-time salaried position commensurate with experience and opportunities for bonus.
· There would be an initial 30/60/90-day review by the executive board, followed by a 6-month review, and then a yearly performance review.
· Flexible schedule opportunity.

Apply by submitting resume to info@patchogue.com 
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