ASSOCIATION OF CORPORATE COUNSEL – SINGAPORE CHAPTER
Role: Business Development and Legal Community Consultant 
Type of contract: Independent contractor agreement. Role commencing [DATE}.
Time commitment: Approx. 90 hours per month, including 2 to 3 evening events to attend every month.
Location: Singapore (remote)
Contact: [NAME, EMAIL]
Scope of work: The Business Development and Legal Community Consultant will support the growth and development of the Singapore Chapter of the Association of Corporate Counsel (ACC). The contractor will drive various business development activities, including sponsor and member growth and engagement, event coordination, partnership management, and administrative tasks. The Business Development and Legal Community Consultant will work closely with the Chapter President, the Board of Directors, the Chapter’s sponsors, and other stakeholders to drive the success of the ACC Singapore Chapter. 
Key Responsibilities:
1. Membership Engagement:
· Assist in membership recruitment, retention, and engagement efforts.
· Respond to member inquiries, providing excellent member service and support.
· Coordinate member communication through various channels, including newsletters and social media platforms.
· Collaborate with the Board to develop and implement strategies for member growth and engagement.
2. Event Coordination:
· Plan, organize, and execute various events, such as seminars, conferences, and networking sessions, including marketing activities and post-event evaluations. The Chapter hosts approximately 40 programs per month. 
3. Sponsorship Development and Management:
· Identify and establish relationships with potential sponsors, partners, and vendors, including assisting with pitches to existing and potential sponsors.
· Coordinate sponsorship agreements, ensuring contractual obligations are met.
· Collaborate with the Sponsorship Committee to develop strategies for securing new partnerships and sponsors.
4. Administrative Support:
· Provide general administrative support to the Chapter President, Board of Directors, and committees.
· Maintain accurate records of Board meetings, including minutes and action items.
· Assist in preparing reports, presentations, and other documents as required.
· Support Chapter treasurer in handling financial transactions related to event registrations, and sponsorships.
· Manage the Chapter's online platforms, including the website and social media accounts.
5. Chapter Development:
· Identify opportunities for chapter growth.
· Assist in the development and execution of strategic initiatives and programs.
· Collaborate with the Chapter President and Board of Directors to implement long-term goals and objectives.

Qualifications and Skills:
· Proven experience in business development, event management, or membership services.
· Strong organizational skills with the ability to multitask and meet deadlines.
· Excellent presentation, communication, and interpersonal skills.
· Proficiency in Microsoft Office Suite.
· Knowledge of the legal industry and understanding of corporate counsel roles is a plus.
· Membership association experience is preferred.
Note: This scope of work is intended to provide a general overview of the responsibilities and requirements of the role. The specific duties and responsibilities may be subject to change based on the needs of the Association of Corporate Counsel - Singapore Chapter.
Interested candidates are invited to submit their resume/proposal, outlining relevant experience.
