DISCLAIMER
[bookmark: _GoBack]This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.

Population: 5,000 – 9,999
Main Street Coordinator

JOB SUMMARY
Under the direction of the City Manager, the Coordinator is responsible for planning, development, execution and documentation of Main Street programs in the community.  The Coordinator oversees city community activities and makes recommendations on ways to revitalize the City’s vision for the community; and works to get business and community partners involved in projects. 
 
MAJOR DUTIES
· Plan, develop and execute activities assigned, within budgetary constraints, to realize the highest participation level possible.
· Develop a revitalization public awareness and educational program to enhance the city visions and foster an understanding of the city goal and objectives.
· Assist the City Manager working with/orienting new businesses in the City. 
· Develop and implement city public relations and community forums by development and implementation of public service announcements, newsletters, radio, television, newspapers; and other related activities.
· Manage the City’s website.
· Perform other tasks as assigned. 
 
KNOWLEDGE REQUIRED BY THE POSITION
· Knowledge and competency level commonly associated with high school diploma or GED.
· Demonstrated knowledge and/or previous experience in special events planning and implementation, marketing, public relations or economic development.
· Demonstrated effective oral and written communication skills.
· Demonstrated project management and excellent organizational skills.  
· Must be able to successfully pass pre-employment screens.
· Must be able to work varying hours.
· Must be able to be covered by City’s Motor Vehicle insurance.
· Knowledge of budget management principles.
· Skill in the operation of a computer and job-related software programs.
· Skill in report preparation and records maintenance.
· Skill in maintaining the confidentiality of sensitive information.
· Skill in public and interpersonal relations

 MINIMUM QUALIFICATIONS
· Knowledge and competency level commonly associated with high school diploma or GED.
· Demonstrated knowledge and/or previous experience in special events planning and implementation, marketing, public relations or economic development.
· Organized and computer efficient.
· Skilled in communication skills with experience in varying public relations activities. 
· Must be able to work varying hours to include weekend and holidays.
· Valid GA Driver’s license.
· Successful 3 year Motor Vehicle Report.
· Successful completion of all background screens.

