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SAMPLE Customer Advisory Board Manager - job posting
Seeking a results-oriented Customer Advisory Board Manager ideally experienced in managing the design, development, delivery, and evaluation of Customer Advisory Boards. Candidate should be experienced with group facilitation techniques and managing the expectations of multiple executive stakeholders to ensure program success.
Activities & Responsibilities Include:

· Manage and facilitate our Customer Advisory Board (CAB) meetings in order to create a highly engaged CAB experience
· Schedule and organize multiple departments which interact with the CAB 

· Analyze CAB success against agreed success criteria and present findings to key executive sponsors monthly
· Interact with high-value customers in person and over the phone 

· Develop, publish, and oversee administration of the CAB Charter, including member expectation of conduct and reinstatement process
· Identify new Business Development opportunities within CAB member accounts
· Oversee meeting scheduling for all attendees 

· Communicate issues and insights gathered through CAB to our company at large

· Produce reports that communicate voice of the CAB 

· Manage ongoing participation levels in our associated CAB online community; interacting in online community tools such as forums, blogs, and moderating online discussions.

· Mentor and coach executives on how to interact with the CAB and the value it delivers in shaping their corporate strategies
Experience & Skills Required
· BA/BS

· 6+ Years of Customer Relations Supervising or Key Account Management experience
· 5-7 Years of working knowledge of complete Microsoft Office Suite, with basic Project and advanced Outlook calendaring skills
· Experience in advertising, public relations, online marketing or similar field 
· Ability to design a strategic plan, implement the plan, and prove ROI based on metrics

· Demonstrated immersion in customer relations best practices 

· Knowledge of relevant industry trends impacting our company
· Strong organizational skills, ability to handle multiple projects simultaneously while meeting deadlines 

· Excellent verbal and written communication skills and an ability to work individually on a project AND in a team environment 

· Ability to communicate results to executives in a fast paced environment
· Interpersonal flexibility, ability to solve customer disputes
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