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Rockville Centre Chamber of Commerce
Part-Time Chamber Administrator
	Reports To
	Chamber President and Executive Board

	Schedule
	Approximately 15 hours per week (3 days per week)

	Compensation
	$20 per hour

	Work Arrangement
	Primarily remote with periodic office time

	Location
	Rockville Centre, New York



The Rockville Centre Chamber of Commerce is seeking a highly organized, detail-oriented, and community-focused Administrator to support the daily operations of the Chamber. The Chamber currently supports approximately 200 member businesses and manages multiple community initiatives, business events, membership programs and beautification projects. This role is critical to maintaining member communications, dues collection, database management, event coordination support, and overall administrative continuity for the organization.
• Manage annual membership renewals and track dues payments
• Follow up on unpaid and past-due memberships
• Process online and mailed membership payments
• Maintain accurate membership records and renewal dates
• Ensure all members appear correctly in the online member directory
• Coordinate new member onboarding and welcome communications
• Coordinate with marketing and social media partners
Preferred Qualifications
• Strong organizational and multitasking skills
• Excellent written and verbal communication skills
• Comfortable working independently in a remote environment
• Professional and customer-service-oriented demeanor
• Experience with Microsoft Word and Excel
• Social media experience helpful

To apply, please send your resume and a brief introduction explaining your interest in the position to:
Chamberrvc@gmail.com
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