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ADDRESS  310 SE Third Street, Ocala, Florida 34471
TEL  352.629.8051   FAX  352.629.7651
WEB  www.OcalaCEP.com


	MOVING FORWARD          

										
Director of First Impressions 
Ocala Metro Chamber & Economic Partnership (CEP)
Classification: Non-Exempt | Status: Full-Time | Reports to: Chief Operating Officer
Position Summary
The Director of First Impressions serves as the welcoming face and voice of the CEP and, by extension, the Ocala/Marion County business community. This role is responsible for creating a professional, engaging, and service-oriented experience for all visitors, partners, and stakeholders—whether in person, by phone, or online.
This position goes beyond traditional front desk duties by supporting partner engagement, events, and daily operations while ensuring a polished, organized, and responsive office environment.
Key Responsibilities
Front Desk & Guest Experience
· Serve as the primary point of contact for all visitors, ensuring a warm, professional, and helpful first impression 
· Answer, screen, and route incoming calls with accuracy and professionalism 
· Provide information about CEP programs, services, and the local business community 
Office Operations & Administration
· Manage incoming and outgoing mail, including partner communications and packets 
· Process payments (credit cards, checks, cash) and maintain accurate records/logs 
· Maintain a clean, organized, and professional office environment, including shared spaces and meeting rooms 
· Coordinate meeting room scheduling, setup, and readiness (technology, materials, hospitality) 
Partner & Member Support
· Assist partners with GrowthZone/partner portal functions (event registration, job postings, directory updates) 
· Support partner engagement efforts, including touchpoints and benefit fulfillment 
· Maintain relocation materials and respond to community information requests 
· Administer select partner services (mailing lists, notary services, certificates of origin) 
Events & Program Support
· Manage event registrations and provide onsite support for CEP events and programs 
· Assist with event setup, guest check-in, and overall participant experience 
· Collaborate with internal teams to support program delivery 
Administrative & Team Support
· Provide administrative support to Business Services and Business Support teams 
· Maintain inventory and coordinate ordering of office and event supplies 
· Support internal coordination across departments as needed 
Core Competencies
· Customer Focus & Hospitality: Consistently delivers a high-quality, welcoming experience 
· Communication Skills: Clear, professional, and friendly verbal and written communication 
· Organization & Attention to Detail: Manages multiple priorities with accuracy 
· Adaptability: Thrives in a dynamic, fast-paced environment 
· Technology Proficiency: Comfortable with CRM systems (e.g., GrowthZone), Microsoft Office, and basic office technology 
· Community Awareness: Interest in and understanding of local businesses and community initiatives 
Work Environment & Expectations
· Primarily office-based, front desk setting with frequent interaction with partners and visitors 
· Standard hours: Monday–Friday, 8:00 AM – 5:00 PM (flexibility required for events and occasional extended hours) 
· Occasional lifting (up to 40 lbs) and movement for event setup and office needs 
· Local travel may be required for events or partner engagement 

Why This Role Matters
This position plays a critical role in shaping the perception of the CEP and the Ocala business community. The Director of First Impressions helps ensure every interaction reflects professionalism, responsiveness, and a commitment to partner success.
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