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FACC-Chicago Events Manager 
 

 
Summary 
The French-American Chamber of Commerce of Chicago seeks a resourceful, creative, enthusiastic, and dynamic 
individual comfortable working on a small team in a fast-paced, bi-cultural environment.  
 
The Events Manager serves as the primary point of contact for all logistics and communications related to the 
FACC-Chicago’s 30+ events each year, including two flagship fundraisers—Passport to France and La Nuit des 
Etoiles. The person in this role will also assist with ongoing membership cultivation and member database 
management.    
 
 

Roles & Responsibilities 
Events:  
• Support Executive Director in developing event topics and recruiting speakers for monthly luncheons and 

Meet the Expert Series. 

• Provide logistical support to FACC committee events if needed 

• Track and record all event-related statistics and prepare quarterly reports for Executive Director and Board 
of Directors 

• Manage event budgets and help set and meet fundraising goals 

• Manage on-site logistics, including catering, registration, and relationships with venue managers  

• Represent the FACC in event collaborations with outside partners (French Consulate, Alliance Française, 
Lycée Français)  

• Passport to France: 
o Recruit 40+ chefs, restaurants and vendors to participate in event 
o Oversee silent auction solicitation process and on-site technology 
o Communicate with all restaurant and vendor participants 
o Serve as point of contact for external Passport to France event committee 
o Serve as liaison between venue staff and participants 
o Recruit and supervise event volunteers 

• Nuit des Etoiles (annual gala):  
o Oversee live auction solicitation process and on-site technology 
o Serve as point of contact for external Nuit des Etoiles event committee 
o Recruit and supervise event volunteers 

• Attend approximately 15 evening events per year 
 

Events-Related Communications: 
• Manage events communications calendar 

• Create and update events-related website content  

• Oversee events-related e-blasts  

• Manage online event registration system (Constant Contact) 
 

Member Services Support: 
• Update membership database (CRM) and online member directory  

https://www.facc-chicago.com/events/passport-to-france-2019-thank-you.html
https://www.facc-chicago.com/events/gala-la-nuit-des-etoiles-2020.html
https://www.facc-chicago.com/events/gala-la-nuit-des-etoiles-2020.html
https://www.facc-chicago.com/committees.html
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• Prepare membership reports and analyses as needed 

• Provide administrative support to office hosting tenants as needed 

• Provide technical assistance to members as needed 
 
 
Qualifications 

• Minimum of bachelor’s degree—ideally in business, marketing, communications, or international affairs 

• Up to five years’ experience in non-profit environment, preferably in an event planning or marketing role 

• Excellent written and oral English communication skills 

• Excellent time management skills 

• Ability to work independently and take initiative 

• Comfort with social media communications – LinkedIn, Facebook, Twitter 

• Fluency in Excel 

• Knowledge of CRM and Constant Contact preferred 

• Spoken and written French language skills preferred 
 

We are a small team. Ability to work collaboratively is essential! 

 

Please contact Andrea Jett Fletcher, Executive Director - ajfletcher@facc-chicago.com  

 
 

About the French-American Chamber of Commerce Chicago   
Founded in 1978, the French-American Chamber of Commerce Chicago (FACC-Chicago) is an independent bi-

national, non-profit membership organization whose mission is to foster a thriving economic relationship 

between the United States and France and to welcome and support French businesses, entrepreneurs, and 

professionals in the greater Chicago and Milwaukee areas.   

  

Through our events and programs FACC-Chicago creates opportunities for our diverse members to network, 

connect, collaborate and learn from one another. We also offer a range of services to French companies seeking 

to develop their business in the Chicago and Milwaukee regions.  

  

The FACC-Chicago is the main professional forum and resource for French business leaders in the greater 

Chicago and Milwaukee areas and for U.S. companies in our region doing business in and with France.  

  

Programs and Events  

FACC-Chicago organizes a variety of networking and learning opportunities for the local French and American 

business communities. The networking events include monthly lunches, gatherings with the Chicago consortium 

of European Chambers of Commerce, Passport to France (our annual showcase of French cuisine) and our 

annual Nuit des Etoiles business awards gala. The objectives of these events are to facilitate interaction among 

our members, foster fruitful cross-cultural business relationships, and give our members an opportunity to 

promote their companies.  

  

We also host bi-monthly professional workshops (Meet the Expert series) that address timely topics and issues 

relevant to all industries through a bi-cultural lens. With these workshops FACC-Chicago seeks to showcase our 

members’ expertise, foster cross-sector conversations and learning opportunities, and bring a unique French-

American perspective to the issues that affect our local business community.   

mailto:ajfletcher@facc-chicago.com

