
 
 
 

Leadership Shawano County 
A Program of the Shawano Country Chamber of Commerce 
________________________________________________________________________ 
Job Title: Program Coordinator 
Reports to: President/CEO, Shawano Country Chamber of Commerce 
Responsible to: Leadership Shawano County Steering Committee 
Employment Type: Part-time, approximately 25 hours per week 

Position Summary: 

The Program Coordinator is responsible for overseeing all aspects of the Leadership 
Shawano County (LSC) program under the guidance of the Chamber’s President/CEO and 
in collaboration with the LSC Steering Committee. This role includes program planning and 
implementation, participant support, fundraising, marketing, and event coordination. 

Key Responsibilities: 

Program Administration & Coordination 

• Coordinate and provide staff support to the LSC Steering Committee:  
schedule meetings, prepare agendas, and record minutes 

• Facilitate and organize monthly class sessions, including securing speakers, 
managing session logistics, and arranging meals and materials 

• Plan and oversee orientation and graduation events 

• Guide participant discussion groups related to “The 7 Habits on the Go” based off of 
the book “7 Habits of Highly Effective People” 

• Provide support and oversight for participant-led community service projects 

• Track program revenue and expenses in coordination with the Chamber’s finance 
team 

• Maintain and update databases for current participants, alumni, and prospects 

• Serve as a liaison connecting LSC alumni with local board and volunteer 
opportunities 

 



Fundraising & Development 

• Build and maintain relationships with potential sponsors and donors 

• Write and submit grant proposals to support program sustainability 

• Coordinate the annual fundraising event in collaboration with a planning committee 

Marketing & Recruitment 

• Develop and implement marketing strategies, including social media, to promote 
the program and recruit participants 

• Represent the LSC program at community meetings and events 

• Respond to inquiries about the program 

• Create the annual graduate booklet, including participant photos and bios 

• Recruit new participants from local businesses and organizations 

Event Support 

• Assist with major Chamber events such as the Annual Golf Outing and Annual 
Banquet as needed 

Qualifications: 

• Strong organizational and time-management skills 

• Excellent verbal and written communication abilities 

• Proficiency in Microsoft Office Suite and other relevant software 

• Ability to manage multiple projects independently 

• Self-motivated, dependable, and detail-oriented 

Preferred:  

• Experience in program coordination, nonprofit work, fundraising, marketing, and 
community engagement 

• Familiarity with Shawano Country and a passion for developing community leaders 
is a plus 

This position offers a meaningful opportunity to shape the next generation of community 
leaders in Shawano Country. The ideal candidate will be passionate about leadership 
development, community service, and fostering connections that make a lasting impact. 


