
 
 

POSITION ANNOUNCEMENT 
4/26/21 

 
POSITION TITLE:  Project Coordinator  
 
DESCRIPTION OF DUTIES AND RESPONSIBILITIES  
Provides event, administrative, database, marketing and project management support across multiple 
departments of the Chamber. Position interacts with diverse groups of Chamber members, business 
leaders, government officials. Independent judgment and self-direction are required to organize, plan, 
and prioritize a diversified workload and recommend changes in procedure. 

 
A. Work with event managers to ensure programs meet budgeted revenue and expense goals.  
B. Coordinate with event hosts, vendors and sponsors to ensure all details of event are in place as 

directed by the event manager. 
C. Create and maintain event information in Accrisoft database. Process event registrations via 

database, phone, and emails. Prepare and send invoices and receipts to attendees.  
D. Prepare nametags and other materials as needed for events, including programs and 

presentation materials. Oversee registration prior to and at events. 
E. Coordinate and complete pre-event communications for attendee notification and sponsor 

coordination as well as post-event wrap-up updating the database and compiling survey results. 
F. Design and execute email marketing campaigns to targeted member groups. 
G. Write & review content for inclusion in various marketing materials and digital marketing tools.  
H. Track sponsorships and prepare contracts and invoices for sponsors and Accounting. 
I. Schedule and support various committee meetings, including working with vendors and presenters. 
J. Maintain current contact list for elected officials at local, state and federal level and legislative 

committees of interest. 
K. Oversight of Member Milestone program and coordination with Chamber Champions’ calendar.  

 
QUALIFICATIONS:  
Two to three years’ experience with event execution to meet budget, administrative support and project 
and volunteer management. Bachelor’s degree (or equivalent experience) preferred. Proficiency with: 
database management, administrative writing and reporting, Microsoft Office, analysis and problem-
solving, verbal and written communication and customer service orientation.  
 
DESIRED SKILLS & PROFESSIONAL ATTRIBUTES: 
Highly detail-oriented with strong organizational abilities; Strong computer/technology capabilities; 
Ability to manage multiple tasks and projects at one time; Ability and willingness to work a flexible work 
schedule; Self-motivation and initiative.  
 
Salary commensurate with experience. Solid benefit package included. Please submit a cover letter and 
resume via email only to: 

Dale Seiwert 
Wichita Regional Chamber of Commerce 
dseiwert@wichitachamber.org 

 
The Wichita Regional Chamber of Commerce is an equal opportunity employer, and all qualified 
applicants will receive consideration for employment without regard to race, color, religion, sex, national 
origin, disability status, protected veteran status or any other characteristic protected by law. 
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