City of Chattanooga, TN

Classification Title:  Facilities Marketing Coordinator


	Department: 
	General Services
	Pay Grade:
	15

	Supervision Received From:
	
Director, Civic Facilities
	FLSA Status:
	Exempt

	Supervisory Responsibility For:
	
N/A
	Established:

Revised:
	06/29/07

07/01/13


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for performing advertising, public relations and publicity activities for the City’s cultural facilities.  Duties include:  maintaining the website; publishing the monthly calendar of events; interacting with public through news releases and ads; administering the marketing budget; and maintaining records of event usage and attendance.  Work requires limited supervision and the use of independent judgment and discretion.
SERIES LEVEL:

The Facilities Marketing Coordinator is a stand-alone classification.
ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.)

· Coordinates advertising and publicity for specific events at applicable venues, in collaboration with event promoters, which includes: advising promoters on local media buys based on demographic and other market data analysis; writing and distributing press releases; creating promotional materials; recruiting show sponsors; pitching story ideas to local media; arranging appearances and/or interviews by visiting entertainers on local media; arranging added value promotions for events in addition to paid advertising; monitoring media schedules; collecting invoices, air-time affidavits, tear sheets, and related items to present for payment on the show settlement; arranging catering and transportation for casts and crews; sending out e-mail blasts on targeted subscriber lists; disseminating posters and related materials; and, performing other related activities.

· Markets events at facilities, which includes: maintaining and updating facility website(s); publishing calendar of events; maintaining mailing lists of calendar recipients; maintaining media contact lists for news releases and ad sales; administering e-list of subscribers; updating phone menus on the ticket information line; programming the electronic marquee at the auditorium; and, performing other related activities.

· Administers the marketing budget for facilities.

· Maintains records of event usage days and facility attendance; prepares related reports regarding completed and upcoming events.

· Cultivates relationships with local arts, tourism, and cultural organizations.

· Facilitates tours of facilities for school groups, visiting dignitaries, arts educators, travel writers, and/or other interested parties.

· Performs other duties as assigned.

MINIMUM QUALIFICATIONS:

Bachelor’s Degree in Marketing or a related field and two years of related marketing experience.

LICENSING AND CERTIFICATIONS:

Valid Tennessee Driver’s License.

KNOWLEDGE AND SKILLS:

Knowledge of event marketing and promotion principles; journalism principles; computer graphics principles; media buying techniques; and, customer service principles.

Skill in marketing and promoting events; preparing marketing, promotional, and related collateral materials; identifying appropriate media outlets for event advertising; providing customer service; maintaining event calendars; preparing reports; and, communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require: fingering, grasping, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Sedentary Work: Exerting up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body.  Sedentary work involves sitting most of the time.  Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: N

The City of Chattanooga, Tennessee is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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