City of Villa Rica                                   
Class Specifications


Job Title:  Marketing and Events Coordinator
Pay Grade 19
POSITION SUMMARY

This position is responsible for the coordination of all City sponsored events.  The incumbent will serve as the main point of contact for vendors, volunteers, community members and external businesses while providing superior customer service.
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

Under general supervision:
· Efficiently coordinate, execute and evaluate city-wide outreach, employee recognition and other activities through the city including but not limited to, summer concerts, Easter Egg Hunt, Breakfast with the Easter Bunny, 9/11 Day of Service & Remembrance, Taste of Villa Rica, Halloween Fest, Gold Rush Festival, Fall Family Fun Day and Scavenger Hunt, Breakfast with Santa, Gold Nugget Drop, etc., uses contemporary event planning techniques and protocol.
· Takes initiative to establish priorities, manage workload, schedule, accomplish tasks and identify opportunities for improvement; provides responsive and timely feedback on status and progress of work activities

· Recruit and liaison with event volunteers.
· Coordinate with and provide direction to volunteers, community members, and external business contacts. 
· Trains volunteers for the special events.
· Maintain and update volunteer data base.
· Develop for approval event coordination meetings, prepare schedules and timelines, and establish and monitor event budgets.
· Develop for approval promotional information to promote city facilities to potential private event organizers.

· Develop for approval media and marketing materials, announcements, photo opportunities and related announcements.
· Develop for approval new events, and maintain, organize and manage existing outreach and empolyee recognition and other functions.

· Communicate and network with others in support of events, and assists with development of new opportunities to build community awareness of outreach events.

· Provide excellent customer service to contacts using tact, patience, and courtesy.

· Performs other related duties as assigned.

MINIMUM QUALIFICATIONS:

· Bachelor degree in Communication, Management, Special Events, Public Relations, Marketing or a related discipline; Master’s Degree preferred; (5) or more years of proven successful event coordination experience is required; municipal government experience is preferred; or a combination of qualifying education and experience sufficient to perform the duties and responsibilities of the position.

· Possess a valid State of Georgia Class C driver’s license and a satisfactory motor vehicle record id required.

· Satisfactory background check is required.

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED BY THE POSITION:
· Knowledge of contemporary event planning techniques and protocol

· Knowledge required to smoothly and efficiently execute events, and to generate maximum participation and exposure

· Skill to work and meet assigned schedules and timelines.

· Possess effective written, verbal, and listening communication skills, and a great sense of humor.

· Ability to manage both internal and external resources, manage event processes, coordinate meetings, prepare, monitoring and distribute event budgets.

· Ability to work in a team environment as a team member and leader, and must be able to establish and liaises with event committees.

· Ability to respond to enquires from the public about events, including assisting with media requests for information about events.

· Ability to establish and maintain an effective working relationship with vendors, co-workers, elected officials and with other customers.

· Ability to use sound judgment in making day-to-day decisions concerning assigned duties and responsibilities.

· Ability to efficiently use a computer and office software, printer, scanner, telephone and other standard office equipment.

· Ability to provide volunteer coordination and recognition for event participation.

· Ability to provide direction to volunteers, vendors and other performing related duties.

· Ability to adapt to adapt to change of plans quickly, re-organize or re-arrange set-ups, additions to orders, or unforeseen customer needs.
· Ability to work nights and weekends
Event Coordinator’s Expectations

· Coordinator’s office will be located at Gold Dust Park

· Coordinator must wear id badge at all times during working hours 

· Coordinator must have all documents pre-approved by Programs Manager 

· Coordinator can not sign nor agree to any contract

· Coordinator can not promote city events with pre-approval

· Coordinator is responsible for all city wide events

· Coordinator must be present to assist staff during setup of each event

· Coordinator must be present all city wide events

· Coordinator must provide all submitted documents in Microst Word
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