
 

 
Community Development Coordinator Report 
Q2 2026 
 
Business Inquiries/Outreach: 

 Sent available space info to insurance company - needs more space 
 Sent grant info to business owner looking to expand business 

 
Community Development: 

 Got updates on properties from Jeffrey Schieber  
 Featured Development 

o Updated local development map as needed 
o Added information on featured development to website, social media and 

newsletters       
 
Property Updates: 

 Updated property database as needed 
o Online research 
o Drive-by of for-sale and for-lease properties 
o Information provided by contacts 

 Bi-Weekly Featured Property to promote commercial real estate in West Seneca 
o Added property information to feature on website, social media and newsletters 
o Contacted individual brokers about featuring selected properties 

 Reviewed real estate transactions in Buffalo News weekly 
 Reviewed Business First weekly 

 
Town of West Seneca: 

 Bi-weekly Economic Development Meetings 
 Shared Property for Sale and Property for Lease reports monthly with Economic 

Development Team  
 Reviewed town, planning, zoning board minutes and agendas 

 
  



Chamber Assistance:  
 Women in Business Breakfast 

o Updated flyer  
o Purchased raffle prizes  
o Prepared basket raffle prizes  
o Sent individual reminders to board members for basket donations  
o Sent reminder emails to vendors and attendees  
o Sent talking points to Tracey   
o Reviewed reservations and payments   
o Created signs 
o Finalized all items needed 
o Worked at event 
o Reconciled payments and created P&L statement    

 Community Guide 
o Town Square editorial meeting  
o Article for Community Guide - economic development update 

 Golf Tournament  
o Created 2026 brochure 
o Updated brochure as needed 
o Created tracking spreadsheet 
o Contacted previous sponsors 
o Reached out to donors  
o Created and sent invoices to golfers and sponsors 
o Designed artwork for Axiom cooling towels  
o Ordered cooling towels for Axiom 
o Ordered lip balm for NRT 
o Ordered cleaning pouches for Devil’s Lettuce 

 Attended Events 
o Networking event at Frankie G's  
o Chamber Speaker Series:  Service organizations  
o One minute networking events 

 United Church Manor  
 Kloc's  

 Chamber clothing website 
o Updated options 
o Shared with board members 
o Ordered items 

 Purchases 
o Toner for printer  
o Lanterns for Farmers’ Market shed 
o Table for office lobby  



 Meetings 
o Chamber Board Meetings  
o BBB+ Webinar  
o Canal Bank Teams Meeting         
o WNY Chamber Alliance Meetings 
o West Seneca Community of Churches Meeting      
o Meeting with Carrie from Kloc's  
o Meeting with Chris Trapp, Town Attorney re: contracts for office lease and 

community development  
 Visited CPL Plasma  

 
Coverage Provided to Chamber: 

 Office hours – Mondays, Tuesdays & Wednesdays 8:30-2:30, additional coverage as 
needed 

 Answering phone calls/messages 
 Providing town information or contacts 
 Notifying Chamber director about requests involving Chamber activities (dues 

payments, reservations, new member inquiries) 
 Handling walk-ins 
 Issuing “Certificates of Origin” for members with international sales 
 Delivering membership plaques to new members as needed 

 
Time sheets on file in Chamber office 
 
Cheri Forsythe, Community Development Coordinator 
West Seneca Chamber of Commerce 
1300 Union Road, West Seneca, NY  14224 
716.674.4900   
cforsythe@westseneca.org 
 


