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Greater Memphis Chamber 
Position Description 

 

Job Title: Administrative Assistant 

Department: Chairman’s Circle 

Reports to: Project Manager, Chairman’s Circle 

FLSA Status: Non-exempt  

 

PURPOSE:   

This position supports the Project Manager of the Chairman Circle and the Senior Vice President of the 
Chairman’s Circle.  The successful candidate will perform administrative duties and general office duties. 

ESSENTIAL FUNCTIONS:  

 Schedule meetings, conference calls, conference rooms, outings, events, meals and appointments 

 Answer telephone calls, respond to requests, and delegate appropriately  

 Execute administrative tasks such as filing, typing, copying, binding, scanning, etc.  

 Produce and distribute correspondence letters, reports, emails, etc.  

 Reconcile and submit expense reports  

 Assist in research and creating presentations  

 Create and maintain files and contact lists electronically 

 Manage multiple email accounts 

 Receive verbal dictation and then enter verbiage into Chamber CRM platform (ChamberMaster)                                                                                                                                              

 Manage and update Chairman’s Circle member information using ChamberMaster  

 Confidentiality is a must    

OTHER FUNCTIONS: 

 Assist in front desk coverage, answering calls and providing general information to guests as needed 

 Assist and collaborate with other team members across the Chamber Enterprise 

 Performs other duties as assigned 

 Maintain professional and technical knowledge 
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REQUIREMENTS: 

 High school degree or GED; Associate's degree in business-related field is a plus. 

 Minimum one year work-related experience. 

 A positive attitude with proven ability to collaborate and work with others 

 

KNOWLEDGE, SKILLS, AND ABILITIES: 

 Strong organizational skills for the performance of a variety of complex administrative duties 

 Analytical and Reporting skills are required in order to gather and summarize data for reports, find solutions to 
various administrative problems  

 Must possess strong attention to detail in composing, typing, and proofing materials, establishing priorities, 
and meeting deadlines 

 Must have excellent verbal, written, and interpersonal communication skills 

 Must have excellent time management skills and the ability to multi-task and prioritize work 

 Must have excellent organizational skills and planning 

 Proficiency in Microsoft Office applications 

 Must be able to operate standard office equipment, including telephone, calculator, computer, printer, 
typewriter, fax, and copier 

ENVIRONMENTAL REQUIREMENTS: 

 The majority of work is conducted in typical indoor office environment 

PHYSICAL DEMANDS: 

The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 

While performing the duties of this job, the employee is: 

 frequently required to sit, talk, and hear;   

 occasionally required to walk;  

 regularly uses hands and fingers to feel, handle, or operate objects, tools, or controls; 

 constantly reaches with hands and arms; 

 occasionally lifts and/or moves up to 30 pounds; 
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 regularly uses close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to 
adjust focus. 

 

This job description reflects management’s assignment of essential functions; it was not meant to be all-
inclusive of the tasks that may be assigned. 

 
               
PRINT NAME     SIGN NAME & DATE 
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