
 

 

                     Asian American Chamber of Commerce of Greater Philadelphia (AACCGP) 
                     1401 Walnut Street, 9th Floor, Philadelphia, PA 19102.   215-642-2333 

Hiring Position: Communications and Membership Relations Director  

AACCGP is looking for a full-time, highly motivated individual with excellent communication skills. 
Directly report to the President to work with the board, membership and the corporate partners to 
enhance organizational capabilities.      
 
Description:  Full-Time  
Reports to: President/CEO 
Education: Bachelor Degree in Business and Marketing related preferred. 

Duties and Responsibilities 

 This position, under the direct supervision of the President, will perform a variety of duties 

independently to move forward with AACCGP Mission. 

 Responsible for written communication materials including press releases, media alerts, and 

other materials to promote and expand brand 

 Assist with marketing materials and documentation materials for meetings and exposure 

 Maintain social media presence of brand including Facebook, Twitter and Instagram 

 Update membership database and develop monthly membership reports   

 Generate member prospect leads through a variety of sources including the Internet, 

periodicals and direct leads 

 Develop and organize member prospect spreadsheets complete with key contacts and 

background information 

 Compile membership packets and work to identify and develop membership recruitment and 

retention collateral materials (including membership directory) 

 Identify and invite members to member events, providing staff support as needed 

 Assist with member events including registration set-up and support for member events 

 Coordination of all Membership Committee and board meetings 

 Responsible for transcribing membership committee meeting notes, sending follow-up 

correspondence and tracking committee membership recruitment progress 

 Responsible for tracking and maintaining member participation and engagement statistics by 

creating reports and spreadsheets that clearly illustrate member involvement in AACCGP 

 Ability to communicate with diversified Asian Immigrant businesses. 

 Perform other related duties of a comparable level/type as assigned including daily 

administrative work 

 

Interested applicant should email with cover letter and current resume/CCV  

to Jobs@asianchamberphila.org.  
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