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Job Title: Tourism & Events Coordinator 

Reports To: President/CEO  

Employment Type: Part-Time/Hourly/Mon-Fri 

POSITION SUMMARY 

The Tourism & Events Coordinator supports the Shawano Country Chamber of Commerce 

by assisting with tourism operations, coordinating events, and promoting community 

engagement. This position is responsible for welcoming visitors, maintaining tourism 

materials and information, and managing event logistics that enhance the visibility and 

success of Shawano Country. By connecting residents, visitors, and businesses, this role 

helps advance the Chamber’s mission of fostering economic growth and promoting local 

tourism. 

Key Responsibilities: 

TOURISM DUTIES 

• Greet visitors and assist them with locating information and answering their 

questions. 

• Answer incoming telephone calls promptly, respond to information and manage 

office communication. 

• Maintain appearance and organization of front office/reception area, lobby 

information displays, order materials and organize as needed. 

• Responsible for selling souvenirs. 

• Support the maintenance and updating of events, marquee changes, and website 

content. 

• Participate in Visitor Guide distribution. 

• Assist with any Tourism event coordination/work, events and sport shows 

representing Shawano Country. 

 



EVENT DUTIES 

• Event Planning & Management: Manage the end-to-end planning and execution 

of all Chamber events, including networking events, educational seminars, annual 

dinners, and special fundraising events. 

• Logistics Coordination: Secure event venues, manage vendor relationships, 

coordinate catering, and handle all logistical details to ensure events run smoothly 

and successfully. 

• Budget Management: Help manage event budgets, track expenses, and provide 

post-event reports on financial performance and attendance. 

• Member Engagement: Act as a friendly and professional point of contact for 

members and attendees, ensuring a positive experience at all events. 

OTHER DUTIES 

• Handle Chamber Bucks sales as needed, process onsite payments (cash, check, or 

credit card), and ensure all transactions are accurately recorded. 

• Cultivate and implement membership support through recruitment, engagement 

and retention strategies. 

• Support the Executive Director and tourism department by performing a variety of 

assigned tasks as needed. 

Qualifications: 

• Be knowledgeable about Shawano Country and area businesses. 

• Ability to thrive in a fast-paced work environment. 

• Strong customer service and interpersonal skills. 

• Demonstrated ability to effectively multitask and prioritize responsibilities. 

• Detail-oriented with strong organizational and accuracy skills. 

• Proficient in Microsoft Word and Excel. 

• Experienced in event coordination and planning. 

Requirements: 

• Perform work outside regular hours, including nights and weekends, as necessary. 

• Must be able to lift up to 50 lbs. 
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