Hiring Our Heroes Regional Events Associate

Northwest Regional Associate – Hiring Our Heroes (HOH)

U.S. Chamber of Commerce Veterans Employment Center

GENERAL DESCRIPTION OF DUTIES:

Incumbent is responsible for coordinating the U.S. Chamber of Commerce’s Hiring Our Heroes hiring fairs in the U.S. Chamber’s Northwest Region, which includes Alaska, Idaho, Montana, Oregon, Washington, and Wyoming. Areas of responsibility include coordinating 10-13 hiring fairs per quarter within this region; identifying and partnering with local partners; and, supporting the overall objectives of the Chamber and the objectives of the Northwest Regional Office.

CONTACT:

Please send resume and cover letter to Marady Leary at mleary@uschamber.com.

DETAILED DESCRIPTION OF DUTIES:

· Hiring Our Heroes Events:  In coordination with HOH leadership, the U.S. Chamber's Northwest Regional Director, and local chambers of commerce, the incumbent will plan and execute Hiring Our Heroes hiring fairs throughout the Northwest Region. These duties may include, but not be limited to:
· Determine  and work with partners from public, private, non-profit, and military sectors for each event
· Conduct appropriate outreach and coordinate with  event partners for each event
· Manage registration website for all HOH-led events
· Prepare budget for each event
· Coordinate  date and  venue selection for each event
· Develop marketing materials for each event
· Support or directly manage and supervise contractors, caterers, and other staff where appropriate
· Help select keynote speakers and create program agenda
· Market event to job-seekers and employers
· Coordinate media coverage before, during, and following each event
· Coordinate volunteers to help prepare end manage events
· Set up weekly calls and create agenda for event calls
· Coordinate and help recruit volunteers for events and create a volunteer duties roster
· Coordinate “day-of” logistics on site with event partners
· Represent the Chamber and HOH Program at events
· Create and distribute employer and job-seeker packets for each event 
· Create flyers and programs
· Arrange for recording of the event
· Work with the Communications Director for Hiring Our Heroes and help coordinate local media outreach
· Coordinate with national office on data collection following events
· Chamber Federation Contact:  Coordinate with Regional Director in developing and maintaining relationships with all appropriate state and local Chambers of Commerce and other business organizations in the region. All outreach will be in support and consistent with the Chamber’s objectives in the region and in coordination with the Executive Director.

SUPERVISION RECEIVED:

Incumbent will report operationally to the Director of Events at the U.S. Chamber of Commerce, Veterans Employment Center (Hiring Our Heroes).  Incumbent will coordinate with the Regional Director of the U.S. Chamber of Commerce’s Northwest Region. Incumbent is expected to work collaboratively with other team-members to exercise sound judgment in making and executing decisions, to demonstrate initiative in carrying out responsibilities and to keep the Senior Regional Associate and Executive Director informed of plans, progress and results.

KNOWLEDGE, SKILLS AND ABILITIES:

Requires excellent organizational and interpersonal skills; strong verbal, written communication, and presentation skills; creativity; the ability to be a self-starter and problem-solver; the ability to travel; computer proficiency in MS Office (Word, Excel, Access, and PowerPoint).

EXPERIENCE AND EDUCATION:

Bachelor’s degree and military service (as a servicemember or military spouse) preferred.

U.S. Chamber of Commerce: Hiring Our Heroes

The U.S. Chamber of Commerce is the world's largest business federation representing more than 3 million businesses of all sizes, sectors, and regions. It includes hundreds of associations, thousands of local chambers, and more than 100 American Chambers of Commerce in 91 countries. Our members include businesses of all sizes and sectors—from large Fortune 500 companies to home-based, one-person operations. 

In March of 2011, the U.S. Chamber of Commerce launched its Hiring Our Heroes program, a nationwide effort to help veterans and their spouses find meaningful employment. 

Since its beginning, Hiring Our Heroes has conducted 130 hiring fairs in 45 states and the District of Columbia with 5,000 different employers.  More than 9,000 veterans and spouses have gotten jobs. 
