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JOB DESCRIPTION

POSITION:	Events and Promotions Manager
STATUS:	$30,000. Salaried, Nonexempt
REPORTS TO:	Executive Director

QUALIFICATIONS and EXPERIENCE
· Minimum of three years in customer service related field.
· Excellent interpersonal skills and ability to work with diverse stakeholders.
· Minimum two years of event and office management experience.
· High level organizational skills, self-starter
· Graphic design using iMac with Adobe Illustrator and Photoshop. Knowledge of InDesign helpful.  
· Microsoft Office, including Word, Excel, Power Point; Mail Chimp or other newsletter application
· Maintenance of website, Facebook and other social media.

FUNCTIONS – Office Management
· Responsible for all functions relating to daily MDA office operations, including office maintenance, answering phones, assisting walk-in customers and responding to email inquiries.
· Publishing bi-weekly e-newsletter.
· Support for annual meeting and all membership meetings.

FUNCTIONS – Promotion and Marketing Coordination
· Chair of Promotions Committee, which includes reporting to the Board of Directors
· Coordinate and staff the following events with input and approval of Executive Director
· Spring Fling
· UFO Festival Landing Party and Parade
· Farmers Market as assistant to the Farmers Market Manager
· Concerts in the Plaza
· Turkey Rama
· Safe & Sane Halloween
· Santa’s Parade and Tree Lighting
· Holiday Open House

DUTIES AND RESPONSIBILITIES
Office Management
· Coordinate facility maintenance and repair as needed. Ensure that common office space is clean and organized. Oversee maintenance of office equipment and order office supplies as needed under the direction of the Executive Director.
· Coordinate production and maintain supply of printed materials, including stationery, business cards, etc.
· Create new forms and templates as needed.
· Answer phones, greet visitors, gift certificate sales, filing, other tasks as needed.
· Maintain up-to-date email lists.
· Process new member application materials as directed.

Publications, Website and Social Media
· Write and distribute bi-weekly e-newsletter, which is edited by the Executive Director
· Maintain training with website programmer to maintain the website, including calendar of events, membership, and other website updates.
· Maintain social media sites for MDA and Farmers Market



Event Coordination
· Develop timelines and written work plans for each event.
· Work with subcommittees on event details.
· Assist with event budgeting process and stay within budgeted guidelines.
· Book entertainment for Concerts in the Plaza, Farmers Market, UFO Festival and Turkey Rama.
· Assist Executive Director in volunteer recruitment.
· Carry out marketing efforts leading up to each event.

Regular Meetings – Required Attendance	
· Farmers Market Committee 
· UFO Committee 
· Turkey Rama Committee 
· Organization Committee
· MDA Board Meeting

Essential Physical Requirements
· Capable of light housekeeping
· Ability to lift and carry 50 pounds
· Ability to walk at least 10 blocks, climb steps and endure long periods on your feet.
· Ability to work occasional weekends or attend occasional weeknight events.

Benefits
· Paid time equal to 120 hour per calendar year.
· IRA SEP available after three years’ employment. 

The omission of specific duties does not exclude them from the position if the work is similar, related or is a logical assignment for the position.
