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Job Description

	1.  JOB DETAILS   
	DATE: May 2022

	JOB TITLE: Moray Chamber – Operations Manager

	JOB HOLDER: 



	DIVISION/DEPARTMENT


	EMPLOYEE No
	LOCATION/SITE: Elgin, IV30 1BD



	2.  REPORTING TO: CEO – Moray Chamber



	3.  JOB PURPOSE: To manage the operations and day to day running of Moray Chamber of Commerce
 

	4.MAIN DUTIES AND RESPONSIBILITIES - Key Result areas
Manage member engagement

Coordinate & lead activities that support Moray Chamber and/or its members such as events, attending events
Meet with prospective members / stakeholders

Manage the running of the office 
Support decisions on planning and strategy

Build alliances with stakeholders and other organisations

Manage budget

Introduce ways to improve customer service, customer journey / improve retention 

	5.  KNOWLEDGE, QUALIFICTIONS, SKILLS and EXPERIENCE
     Experience in similar role
Strong people skills / interpersonal skills
Stakeholder management 
Good understanding of Moray 
Good understanding of business 

Access to own car 




	6. JOB FEATURES
Stakeholder Engagement – forming alliances and supporting stakeholders 

Membership Recruitment - Ability to convey the benefits of joining / remaining part of Moray Chamber of Commerce 

Member Engagement – communicate with members through a variety of channels and arrange content
Planning and Organising – ensuring smooth operation of Moray Chamber of Commerce 
Time Management – prioritising conflicting deadlines   
Problem Solving – addresses current and anticipates problems 
7. Dimensions

Staffing – Team of 3, no direct reports 
Stakeholder – management and engagement with stakeholders 
Customers/Suppliers- provides a service to all Moray Chamber members 
Operational Satisfaction- Chamber Survey results/ membership numbers 



	8.  ORGANISATIONAL CHART







Salary: £30,000 per annum
Statutory work place pension scheme

28 days holiday (including public holidays)
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