TOWN OF GRANBY
TITLE:  Special Events Coordinator					 
DEPARTMENT: Recreation & Leisure Services	

POSITION DESCRIPTION
Under the supervision of the Director of Recreation & Leisure Services, the Special Events Manager plans, initiates, administers, evaluates and coordinates comprehensive facility rental program and  special events for all age groups to meet community needs and interests. 

EXAMPLES OF ESSENTIAL JOB DUTIES
The following statements describe the principle functions of this job and its scope or responsibility, but should not be considered an all-inclusive listing of work requirements. Individuals may perform other duties as assigned, including working in other functional areas of the Recreation Department or facilities.
· Coordinate management of facility rental program to include picnic pavilions, Holcomb Farm weddings & events, and facility reservations for town and outside agencies along with proper fee collection, staff scheduling and record keeping.
· Facilitate various sponsorship sale opportunities 
· Provide general office support such as answering phones & computer program input.
· Provides on-site supervision to special events as needed.
· Researches and recommends opportunities for special events and community partnerships with outside organizations.
· Serves as a liaison between City departments, business owners, and vendors in the coordination of special events.
· Maintain office records and prepare reports.
· Develops marketing materials and managing advertisements for a variety of events and other parks and recreation activities.
· Communicate with and respond appropriately to a demanding and diverse public in answering questions, explaining Department policies and handling complaints..
· Distributes marketing materials to schools, businesses, and other places of interest.
· Work closely with other Town Departments, local agencies, and citizen groups to coordinate events. Ensure that safety rules and regulations are followed during events.
· Work on event site layout to promote good participant circulation and meet safety needs.
· Supervises and coordinates the work activities of employees, volunteers, and staff at events.
· Assists Parks and Recreation Director with annual budget for special events and rental costs.
· Responsible for the purchasing of supplies and operating inventory for special events and programs.
· Coordinate the technical needs of events including negotiating and administering contracts and service agreements, purchasing materials, obtaining permits, arranging security and parking, and soliciting vendors and sponsors.
· Build and maintain positive relationships within the community to facilitate more
· community participation and highly successful events.
Prepares and presents reports and outcomes of various events to Parks and Recreation
Director.
· Coordinate and oversee the Parks facility rentals and reservations; schedule and make
arrangements for rental and use of facilities; answering questions in regards to the
Parks facility rentals and reservations.
· Performs other duties as assigned.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES
To perform this job successfully, an individual must be able to perform each essential duty satisfactory.  The requirements are representative of the required knowledge, skills and abilities.
· Commitment to excellence in customer service. 
· Ability to make decisions in accordance with established policies.
· Knowledge of municipal government operations.
· Knowledge of event planning methods and principles.
· Skilled in prioritizing, organizing, and managing multiple simultaneous projects.
· Skilled in preparing clear and concise reports, including oral, written, and audio/visual
· presentations.
· Skilled in applying independent judgment, personal discretion, and resourcefulness in
· interpreting and applying guidelines.
· Skilled in developing marketing and advertisement materials.
· Skilled in gathering and analyzing information and making recommendations based
· on findings and in support of organizational goals.
· Skilled in operating a computer and related software applications.
· Skilled in communicating effectively with a variety of individuals.
· Must be able to adapt well to frequent and last minute changes and thrive under pressure.

MINIMUM QUALIFICATIONS REQUIRED
· An Associate’s degree from an accredited institution in Recreation Administration or a closely related field and one (1) years related experience conducting organized recreational activities and varied administrative responsibilities or an equivalent combination of education and experience.
· Associate’s degree in Recreation Studies, Economic Development, Business Administration, Hospitality Management or a related field; and two (2) years of progressively responsible experience in coordinating special events; or any combination of experience and education that would be likely to provide the required knowledge, skills, and abilities for position. 

LICENSE OR CERTIFICATE 
· Must possess a valid Motor Vehicle Operator’s license and vehicle for performance of job functions. 

PHYSICAL DEMANDS
While performing the duties of this job, the employee is frequently required to stand or sit; walk; talk or hear; hands and finger coordination, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The employee is occasionally required to climb or balance; stoop, kneel, crouch or crawl. The employee must occasionally lift and/or move up to 75 pounds. Work is typically performed in both a standard indoor office environment and outdoor environment with potential exposure to adverse weather conditions. Employee will have frequent contact with the public, other City staff, and vendors.



