

City of Villa Rica                                   	Class Specifications


Job Title: Tourism and Main Street Program Coordinator

Job Summary: Provides support for the Main Street Program including administrative, clerical and project management activities. Assist in planning and coordinating Main Street projects, special events, fundraising initiatives, volunteer management and recruiting.

Major Duties:
Provide assistance in coordinating Main Street activities with community partners and downtown stakeholders, encouraging a cooperative and collaborative environment. Provides administrative support for managing the Main Street Advisory Board and Committee meetings and activities to include preparation of meeting materials, scheduling, communications and documentation.

Helps to recruit new volunteers through various opportunities throughout the year.

Compiles and analyzes a variety of marketing reports and statistics. Consolidate visitor information (attraction count/iPad count) and send to director monthly. Compile needed reports for board and city.

Conducts cold calling, attends trade shows, and has experience with brand awareness, maintenance, and marketing. Meets with tourism program participants and conducts market research and business analytics to identify sales and marketing opportunities for tourism; analyzes market conditions and develops tourism marketing plans.

Answer questions regarding Villa Rica sites and events from tourists, visitors, local residents and other tourism industry members. Make suggestions on travel routes, accommodations, and local attractions when tourists inquire via e-mail, website or phone.

Maintain collateral and brochure inventory at sites and travel info centers. Ensure collateral inventory is maintained, brochures are well stocked in information center racks, outdated materials are disposed of and event information is displayed. Coordinate off-site visitor information booths for special events and trade shows, as needed.

Maintain/update the website calendar of events, as well as the print calendar to distribute to community stakeholders. Maintain/update calendar listings on ExploreGeorgia.org to ensure (at least) one year of calendar listings are populated – Maintain calendar listings for other sites as well. Able to increase public awareness of existing events through media relations, news releases, social networking, advertising, personal appearances, promotional items, and public service announcements. 

Assists department personnel with various clerical and routine administrative duties; answers phones, greet visitors, and assist employees and the general public. Administration of records and documents pertaining to all contracts associated with responsibilities including: permits, vendor applications, purchase orders, entertainment, sponsorships, and grants.

Schedules and coordinates meetings, rooms, and attendees; has a working knowledge of City hotels, meeting facilities, sports complexes, recreational centers, parks, museums and event venues. Monitor facility needs and coordinate maintenance, repair, and servicing of facilities, including, but not limited to The MILL Amphitheatre, sidewalks, trash receptacles, benches and other properties in the Central Business District. 

Must be able to work a full-time schedule, will be require to work some evening hours and/or weekends for special events and/or meetings.

Organizational and time efficiency skills, ability to manage multiple projects simultaneously, consistently meet deadlines, and complete tasks with accuracy and high level of quality. 

Conduct committee meetings, presentations, and serve as the staff liaison for meetings of events committees and retail networking opportunities where collaboration exists. 

Accurately inputs data into complex computer database systems; utilizes Word, Excel, and other Microsoft Office products to create reports and spreadsheets.

Works effectively under pressure and with frequent interruptions.

Maintains confidentiality of sensitive information.

Shows initiative in performing job functions.

Performs such other related duties as may be assigned.

Supervisory Controls: the Director of Downtown Development and Tourism assigns work in terms of general instructions.

Complexity: The purpose of this position  is  to  provide  technical  and administrative support to the department. Successful performance helps ensure the efficient and effective operation of the department.

Scope  and  Effect:    The  purpose  of  this  position  is  to  provide  technical  and administrative	support to the department. Successful performance helps ensure the efficient and effective operation of the department.

Personal Contacts: Contacts are typically with residents, business owners, land owners, co­ workers, department heads, other City employees, consultants, attorneys, real estate personnel, vendors, board members and the general public.

Purpose of Contacts: Contacts are typically to give or exchange information, resolve problems and provide services.

Supervisory and Management Responsibility:  None.


Minimum qualifications include an Associate’s degree or equivalent education in event planning, tourism, or related field; or 2 years related experience in promotion and organization of events. Experience and/or knowledge of Downtown Development concepts and The National Trust’s Main Street guiding principles is a plus. Successful candidate must possess strong oral, written, and interpersonal skills and the ability to work with people of all ages and backgrounds. The position requires proficiency in Microsoft applications. Knowledge of web development software, Adobe Photoshop, Illustrator, Quark, Dreamweaver, and/or other design programs is a plus. The ideal candidate will be upbeat, high-energy, disciplined, self-motivated, have a predisposition to manage stress, and remain calm in high-pressure situation.  Georgia Driver’s License required.  Must be willing to travel.
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