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Strategy Summit Coordinator (PT) Job Description

	The Entrepreneurs’ Organization (EO) – for entrepreneurs only – is a global community that enriches members’ lives through direct peer-to-peer learning, connections to experts and once-in-a-lifetime experiences. EO is the catalyst that enables entrepreneurs to learn from each other, leading to greater business success and an enriched personal life. For more information visit www.eonetwork.org.

At EO, the staff takes pride in our work, and it shows in everything we do. To reflect our unique culture, we embrace and embody five essential core principles:

· Teamwork: working together to achieve excellence

· Trust & respect: displaying and rewarding integrity

· Creativity: the possibilities are endless

· Professionalism: lead, learn and live by example

· Fun: lighten up, live it up, laugh it up!

 

The Entrepreneurs’ Organization is looking to hire business professional to join our team in Alexandria, VA as a Strategy Summit Coordinator on a part time basis, reporting to the Chapter Development Manager. 

Essential Duties and Responsibilities:  
· Updating the master calendar on a daily basis. This includes dates, facilitators, chapter, contracts sent, payment received, etc

· Assist Chapter Managers with sending pre work, if needed

· Assist Chapter Managers with helping chapters get set up with logistics for summit, i.e., summit event checklist.

· Sending contracts and invoices to chapters on behalf of the chapter managers

· Collecting payments 

· Other duties as necessary



Job Requirements

Required:
· 1-2 years business experience
· Proficiency in MS Excel and Microsoft Office
· Ability to perform data base searches and interpret data

· Excellent customer service skills
· Bachelor’s degree 

Preferred:
· 2-5 years experience in related field
· Accounting, Account Management, Statistics, or Relationship Development background

· Experience working with associations or non-profits 

To Apply:  Send your resume to recruitment@eonetwork.org. Please place “Strategy Summit Coordinator” in the subject line.   Entrepreneurs’ Organization is an equal opportunity employer.
