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SPECIAL PROJECTS AND EVENTS COORDINATOR
Job Description

Supervised by:	Village Manager
Supervises:		Event volunteers  
FLSA Status:  	Non-Exempt (Hourly) 

General Summary:
Plan, develop, and implement a schedule of community events and activities.  Assist the Village Manage in insuring the financial stability of each event.  Assist in the general promotion and marketing of the Quincy community.  

Essential Duties and Job Functions:
An employee in this position may be called upon to do any or all of the following essential functions.  These examples do not include all of the duties which the employee may be expected to perform.  To perform this job successfully, an individual must be able to perform each essential function satisfactorily.

1. Represents the Village at local, regional, and state meetings and conferences.  Responds to inquiries, resolves complaints, and recommends remedial action related to all special events in the Village.  Meets with citizens and community groups to address concerns and participates in civic activities as appropriate.
2. Serve as a staff liaison to the Quincy Chamber of Commerce.
3. Responsible for the organizing the following events: Thursday Entertainment in Park, Movies in the Park, Kid’s Day, Quincy Daze, Safe Trick or Treat/Fall Festival, and any other event as directed by the Village Manager. 
4. Assist Village Manager with ongoing public relations and marketing efforts.  Recommend and implement changes to either program.
5. Develop a plan to relaunch the Quincy Farmer’s Market and serve as the administrator for the market.
6. Oversees the development of budget requests, financial plans, and forecasts, and preparation of the annual budget for each event.
7. Performs other duties as required.

Required Knowledge, Skills, Abilities and Minimum Qualifications:
The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications necessary to perform the essential functions of the position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the job.

· [bookmark: _GoBack]A high school diploma and three to five year’s experience in event management and marketing or equivalent experience/education combination.
· A valid State of Michigan Vehicle Operator’s License.
· Knowledge of public relations practices and marketing.
· Skill in responding to public inquiries and internal requests with a high degree of diplomacy and professionalism.
· Ability to establish effective working relationships use good judgment, initiative, and resourcefulness when dealing with citizens, elected officials, employees, other governmental agencies, and municipal professionals.
· Ability to maintain records and prepare comprehensive reports.
· Ability to effectively communicate and present ideas and concepts orally and in writing
· Ability to work effectively under stress and changes in work priorities.
· Ability to attend meetings and events at times outside of normal business hours, and travel to other locations.

Physical Demands and Work Environment:
The physical demands and work environment characteristics described here are representative of those an employee encounters while performing the essential functions of the job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to communicate with others in person and on the telephone.  The employee is frequently required to review and produce written and electronic documents.  

The employee must occasionally lift and/or move items of light or medium weight.  Specific vision abilities required by this job include close vision, color vision, and ability to adjust focus.  
The employee is frequently required to travel to other locations within and outside the Village, and use hands to finger, handle, or feel.  The employee is regularly required to stand and walk.  The employee is frequently required to attend meetings and make public presentations.  

While performing the duties of this job, the employee regularly works in a business office setting.  The noise level in the work environment is usually quiet, but can become loud in field situations.  The employee occasionally works in other areas of the Village and may be exposed to adverse weather conditions, fumes, airborne particles, or other environmental situations.
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