
 

TITLE: Event and Communica3ons Coordinator 
REPORTS TO: President of the Henderson Chamber of Commerce 

POSITION SUMMARY 
The Events and Communica3ons Coordinator is responsible for execu3ng all Chamber events, including 
but not limited to logis3cs, marke3ng, registra3ons, budget and facili3es rela3ons. Individual must be 
self-mo3vated, results-oriented with a posi3ve outlook and clear focus on high quality member support. 
Addi3onally, possess excellent 3me management skills, credible; and comfortable dealing with a broad 
spectrum of business industries and people. 

Essen1al Du1es & Responsibili1es: 
-Managing logis3cs, promo3ons and all aspects of the Chamber’s signature events including downtown 
events from the Downtown Henderson Partnership commiNee.  
-Assis3ng in solici3ng, securing and growing sponsorships for each event. 
-Create press releases for all Chamber events. 
-Work with Agriculture, Membership, Government Affairs, Educa3on/Workforce and Downtown 
commiNees to implement successful events and programs. 
-ANendance and involvement in appropriate City of Henderson, Henderson County, and regional events, 
programs and organiza3ons at the request of the Chamber President. 
-Promote Chamber memberships to prospec3ve nonmembers by communica3ng Chamber benefits. 
-Assis3ng in the administra3ve day to day opera3ons of the Chamber of Commerce. 
-Other du3es as assigned.  

Skills and Abili1es: 
-Strong wriNen and verbal communica3on and public speaking skills. 
-Proficient in the use of MicrosoU Office products. 
-Proficient with u3lizing social media in a professional seWng 
-Must be flexible and able to work evenings and weekends as needed.  
-Relentless posi3ve energy and professionalism. 

Loca3on: Henderson, KY 
Salary: $42,000 
In addi3on to base salary benefits include re3rement, health and cell phone allowance. 
Please send resume and cover leNer to lindsay@hendersonkychamber.com no later than February 17, 
2022. 
Ques3ons? Please contact Lindsay Locasto, Chamber President at 270-826-7505 or 
lindsay@hendersonkychamber.com 
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