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Application Process for Becoming a

Gwinnett Chamber Ambassador

General Information:

The Gwinnett Chamber core of volunteer leaders provides members with an opportunity to make valuable business contacts, publicize their respective companies and receive added value for their membership investment through volunteer activities. Two committees, including Events and New Member assist with providing hospitality through greeting at events, phone calls and personal visits.  You MUST be an active Chamber member for at least one year and be nominated by a current Ambassador. 

Process for becoming an Ambassador with Gwinnett Chamber:

· Fill out Ambassador Application Form
· Complete attendance requirements for Chamber meetings.  Use Ambassador Requirements Form to record dates and obtain sign-off from Chamber rep.

· Review Chamber Web site www.gwinnettchamber.org (see Ambassador Requirements Form to complete Web activities and record date)
· Submit $12.00 for Chamber Ambassador name badge

· Return all of the above to Kim Jones, Gwinnett Chamber

Gwinnett Chamber Ambassador Council Descriptions

New Member Committee

This committee actively focuses its attention on new Chamber members.

Volunteer Ambassadors work on a rotation basis to call new members, verify their company information and personally invite them to attend the monthly New Member Luncheon/Reception.  

· New Member Ambassadors generally meet the first Friday of the month (not on the first if it falls on that day) at 9:00 a.m. at the Chamber.  A reminder notice will be sent out.  The meeting lasts less than an hour.  

· New members from the previous month are assigned to attending Ambassadors.  Script sheets are provided for each call to be made. Those sheets MUST be returned back to Kim Jones to verify luncheon guarantees and as documentation that contact attempts were made. 

· Once a name is assigned, the respective Ambassador will call until they make contact and meet them at the luncheon (Please note the day & time of attempt plus if you left message).  If they cannot attend the next luncheon, Ambassadors are to call them the following month.  The contact is not closed until the new member attends a luncheon.

· Ambassadors are on hand at the luncheon to help staff the event, assist with registration, greet guests, facilitate (if necessary) and help clean up.

· Facilitate/co-facilitate Network Gwinnett 

· New Ambassador Training

Network Gwinnett

Each Thursday (7:30 a.m.) and Friday (10:30 a.m.).   Network Gwinnett is held at the Chamber.  The Events Committee should:

· Greet members/guests upon arrival

· Seek out “first-timers” to Network Gwinnett and make them feel welcome.

· Look for those who are not talking to anyone and introduce him or her to fellow Ambassadors.

· Help seat attendees (especially on Friday when room is packed.)

· Serve as facilitators and co-facilitators of meetings (see Kim Jones to sign up.)

· Help staff set-up and clean-up for event.
Events Committee

This committee focuses its attention on facilitating networking at Chamber functions.

Volunteer Ambassadors work on a rotation basis to attend monthly & quarterly functions.  Assist with registration and greeting of guests at Chamber functions such as Business After Hours, Membership Lunches, Special Edition Network Gwinnett, Technology Forum, etc.  The time commitment is usually 1-2 hours per event.

Ribbon Cuttings & Grand Openings

· Attend Regularly

· Greet members/guests upon arrival
Business After Hours

Each month on the third Thursday, Business After Hours is held at various locations throughout the County.  Event Ambassadors should:

· Sign up for reception desk registration for 30 minute increments.  When signing up, be sure to remember your time and if you cannot keep your commitment, find a replacement Ambassador to take your place.  

· Follow registration rules on instruction sheet at desk.  (Collect business cards, hand out tickets, have non-members sign in, hand out ribbons, etc.)

· While attending event, seek out the “first-timers” and those not engaged in conversation.  Introduce yourself and to other Ambassadors to make them feel welcome.  No one likes to stand around by him or herself.  Step out of your own group and look for these folks.

Ambassador Requirements Form 

Gwinnett Chamber Ambassador Program
The more you know about the Gwinnett Chamber of Commerce, the better Ambassador you will be.  We ask that over the next 60 days, you attend the following events to better familiarize yourself with the Chamber.  Dates are subject to change for monthly events, please check online calendar on Chamber Web site www.gwinnettchamber.org for exact times, dates and locations.  

Fill in date attended and have a Chamber representative at that particular event sign off your sheet.

· New Member Orientation 

Typically held the third Monday of each month

Gwinnett Chamber 11:30 – 1:00 p.m.

John D. Stephens Education Room

No cost

Date attended:



Signed by Chamber Representative:

________________________
_____________________________

· Education Action Group
Gwinnett Chamber

John D. Stephens Education Room

Held monthly – check online Calendar of Events for next meeting

No cost

Date attended:



Signed by Chamber Representative:

________________________
_____________________________

· General Membership Meeting
Held monthly – check online Calendar of Events for next meeting & location.

$45.00 fee for Chamber members (includes luncheon)

Date attended:



Signed by Chamber Representative:

________________________
_____________________________

· Business After Hours

Held monthly – check online Calendar of Events for next meeting

Typically the third Thursday of each month 5:30 – 7:30 pm

Location changes each month based on sponsor

No cost

Date attended:



Signed by Chamber Representative:

________________________
_____________________________

· Network Gwinnett  (Leads Group)
Gwinnett Chamber

John D. Stephens Education Room

Held every Thursday 7:30 – 9:00 am

And Friday 10:30 am – Noon

Date attended on Thursday

Signed by Chamber Representative: 
________________________
_____________________________

Date attended on Friday

Signed by Chamber Representative: 
________________________
_____________________________

· Governmental Affairs Meeting
Gwinnett Chamber

John D. Stephens Education Room

Held monthly – check online Calendar of Events for next meeting

No cost

Date attended:



Signed by Chamber Representative:

________________________
_____________________________

· Gwinnett Technology Forum
Gwinnett Technical College

Busbee Center Auditorium

Held monthly (on Tuesday mornings 7:00 a.m.)

Check online Calendar of Events for next meeting

No cost

Date attended:



Signed by Chamber Representative:

________________________
_____________________________

· Resource Center at Gwinnett Chamber

Visit the Resource Center at the Gwinnett Chamber to learn about the resources available to Chamber members.  Must make appointment with Donna McBee, Economic Development Resource Manager, donna@gwinnettchamber.org   No cost 

Date attended:



Signed by Chamber Representative:

________________________
_____________________________

· Review of Gwinnett Chamber Web Site

Review entire Web site for Gwinnett Chamber of Commerce.  www.gwinnettchamber.org.  Review each tab – and subsequent tabs.

· About the Chamber 

· Member Matters 

· Online Directory 

· About Gwinnett 

· Calendar

Activities to complete via Web site:

· Print off current staff listings (About the Chamber)

· Practice doing your own searches to see difference between basic Web listings and enhanced Web listings (Online Directory)

· Review Statistics & Facts about Gwinnett (About Gwinnett)

· Find out how to submit a press release to the Chamber (Member Matters)

· Review all the programs listed in “Chamber Programs for Business Success (Member Matters)

· Review information on “Discounted Group Insurance Program” (Member Matters)

· Review listings in online calendar – and review how to list a “community” event. (Calendar)

Date completed review of Web site:


_____________________________






Return to Kim Jones


Executive Program Manager - Membership


Fax 770-232-8807


Phone 770-232-8805











