
Membership & Outreach Coordinator 

New London Area Chamber of Commerce 

Position Type: Full-Time 32-36 hours – Monday through Thursday 8-4 p.m. Friday 8-12 p.m. 
some nights and weekends. 
Reports To: Executive Director 
Location: New London, Wisconsin 

About the New London Area Chamber of Commerce 

The New London Area Chamber of Commerce is a member-driven organization and 
designated tourism entity dedicated to strengthening our local economy, supporting 
business success, and promoting New London as a vibrant destination to live, work, and 
visit. We are known for producing large-scale community events, fostering meaningful 
business connections, and delivering value to our members through advocacy, promotion, 
and engagement. 

As a small but highly active office with few employees, our team works collaboratively to 
support members, tourism initiatives, and signature events that bring thousands of visitors 
to the community each year. 

 

Position Summary 

The Membership & Outreach Coordinator plays a key role in advancing the Chamber’s 
mission of member value, economic development, and tourism promotion. This position 
serves as a primary relationship-builder for members, sponsors, and partners, with a 
strong focus on outreach, retention, and sponsorship development. 

The ideal candidate is confident, personable, and comfortable initiating conversations 
related to membership, sponsorships, and event participation. This role requires someone 
who is organized, adaptable, and excited to support a fast-paced, event-driven 
environment. 

 

Key Responsibilities 

Membership & Sponsorship Development 

• Conduct proactive outreach to current and prospective members through phone 
calls, emails, and in-person meetings 



• Follow up on membership renewals, new member leads, and lapsed memberships 

• Confidently communicate the value of Chamber membership and tourism 
initiatives 

• Assist with securing sponsorships for Chamber programs, events, and marketing 
opportunities 

• Maintain accurate membership records and communication logs 

Community Outreach & Tourism Support 

• Serve as a welcoming point of contact for members, visitors, and community 
partners 

• Support tourism promotion efforts, visitor engagement, and local business visibility 

• Assist with member spotlights, promotions, and outreach campaigns 

Events & Program Support 

• Assist with planning, promotion, and execution of large community events and 
Chamber programs 

• Support sponsor coordination, vendor communications, and event logistics as 
needed 

• Represent the Chamber at events, networking functions, and community activities 

Office & Team Support 

• Assist with office operations including supply ordering and inventory management 

• Provide administrative support to ensure smooth day-to-day operations 

• Collaborate closely with a small team, contributing wherever needed to support 
Chamber goals 

 

Qualifications & Skills 

• Strong communication and relationship-building skills 

• Confidence in outreach, follow-ups, and sponsorship conversations 

• Highly organized with attention to detail and follow-through 

• Comfortable working independently while contributing to a small team environment 



• Ability to manage multiple priorities in a fast-paced, event-focused organization 

• Proficiency in basic office technology (Outlook, Teams, Excel, QuickBooks Online, 
Canva, WordPress, Constant Contant is a plus) 

• Prior experience in membership organizations, sales, customer service, tourism, or 
nonprofit work preferred 

 

What We’re Looking For 

• A positive, professional self-starter who enjoys connecting with people 

• Someone who understands the value of community, tourism, and local business 
support 

• A team-oriented individual willing to step in and help where needed 

• A confident communicator who can represent the Chamber with enthusiasm and 
integrity 

 

Why Join the New London Area Chamber of Commerce? 

• Be part of a highly visible organization making a real impact in the community 

• Work closely with local businesses, leaders, and volunteers 

• Help produce signature events that bring energy, tourism, and economic activity to 
the region 

• Join a small, collaborative team that values creativity, initiative, and community 
pride 

 


