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Office Coordinator

Enderby & District Chamber of Commerce
Reporting to the General Manager, the Office Coordinator provides administrative
and project support toward the achievement of the Enderby & District Chamber of
Commerce’s mission and objectives. The Office Coordinator is responsible for daily
bookkeeping, coordinating the delivery of the organization's various programs and
services, providing superior visitor and member services, and various other duties as
assigned by the General Manager.

Qualifications:
• Organized, efficient, resourceful and dependable
• Ability to coordinate a variety of projects simultaneously and to meet deadlines
• Strong interpersonal skills
• Proficiency in major office computer applications
• Knowledge of the Enderby business community preferred

Compensation: Hourly rate of $10.50/hr based on 20 hours/week. Full time hours
available during the peak summer months only. Not suitable for students.

Please submit applications to: corinne@enderbychamber.com
Or fax to the Enderby & District Chamber of Commerce at 250-838-0123.
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