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Kane County
Job Description

Job Title:   
Visitor Center Host/Marketing Database Coordinator
Job Code:
       


Division:  
Tourism/Film Commission
Effective Date:  03/01/15
Department:  
Commission/Administration
Last Revised:   03/01/15
GENERAL PURPOSE
Performs a variety of operational support and customer service duties as needed to promote tourism with Kane County. Assists with general and targeted marketing projects. Responsible for maintaining customer & visitor database information, and utilizing it to market Kane County as a Tourism Destination. 
SUPERVISION RECEIVED 

Works under the general supervision of Tourism Director, Assistant Tourism Director and Visitor Center Coordinator.
SUPERVISION  EXERCISED

Works with fellow hosts and Volunteers to collect and enter data into marketing database, and in collating and distributing mailings on a regular basis.
ESSENTIAL FUNCTIONS

1. Visitor Center Host

Provides the first-level contact with office visitors and tourists; provides general operational information; performs clerical, customer service, public relations and bookkeeping duties to include; answer, track, and respond to incoming phone calls, e-mails and other communiqués from callers and clients; greet clients or walk-in visitors, assist them with general tourist and travel information, and direct them to appropriate destination(s).
Acts as information source related to all upcoming events, lodging, local attractions, dining, road conditions, fees, permits, movie histories, etc. assisting the general public and special interest visitors.
Maintains inventory of advertising brochures, maps and videos; mail and delivers brochures; contacts appropriate state, regional or federal agencies to replenish supplies; monitors brochure racks in motels, restaurants, etc., and provides contact information; prepares reports documenting program activities, and accomplishments. 

Offers interpretive information related to various local sites, landmarks and areas of interest, events and attractions; assist visitors in choosing visiting schedules.

2. Marketing Database Coordinator

Maintains and updates accurate computerized database, files and records; maintains organization of filing system, record books, and back up computerized files.
Responsible for entering all marketing leads into database, and creating queries and reports that can be utilized in various marketing campaigns. 

Working with in-house database, will market to individuals who have requested local tourism information: mailing out Visitor Guides, following up with requests and inquires, and continuously sending updates and offers via mail, e-mail, social media postings, etc.
Manages marketing campaigns, using tools like email, Constant Contact and direct mail to drive more attendance to local events, utilizing the database.

Designs targeted surveys to collect marketing information at events, and organizing volunteers to do the data collection.

Performs follow-up communications on Travel Show leads, including Tour Operator show leads. As the Director and Assistant Director attend numerous professional Travel Trade Shows meeting with Tour Operators and Managers, they receive many contacts. The Marketing Coordinator will be tasked to do the “first followup contact” as soon as possible, writing a professional email or letter that will help establish good relationships between this office and their business. They will also answer any general questions and requests from the Operators.
Attends various local partnership meetings, planning meetings trade shows, conventions and workshops as directed by the Tourism Director, and gathers materials which may be of interest to Tourism Director.

Coordinates with entities, volunteers, and local business to enhance the visibility of attractions and events in Kane County. 

Working with all forms of Social Media (Website, Facebook, blogging, tweeting, etc), will write articles of interest and promote conversations about Kane County and Southern Utah in general; 
Able to take on assigned tasks to completion with little supervision, using good judgment and creativity.
Assists with local events and trade shows as needed.
Performs related duties as required.

MINIMUM QUALFICATIONS
1. Education and Experience:

A. Graduation from High School; College degree in related field preferred (marketing)
AND

B. Two (2) years of experience with database management and marketing and experience working with PC computers. 

OR

C. An equivalent combination of education and experience.

2. Required Knowledge, Skills and Abilities:

Exceptional communication skills: letter writing, spelling, speaking, business protocol, social media. Optimism, enthusiasm, courtesy and diplomacy are essential qualities.
Considerable knowledge of Southern Utah/Northern Arizona, including the National Parks, National Monuments, Utah State Parks, Kane County backcountry, and all attractions in the Kane County area.  A familiarity with the areas’ history, culture, and local issues.  Working Knowledge of the Internet and Social Media. Considerable Knowledge of marketing strategies and budget process. Experience in graphic design, layout, advertising, and public speaking is useful.   

Thorough skill in use of office equipment, i.e. personal computer, phone, fax, adding machine, Pitney Bowes Postal machines, copy machine, scanner, digital camera, etc.; math skills, English and grammar skills; the use of audio visual equipment.  Use of basic computer programs, i.e. Microsoft Office, Word, Excel, Access, PowerPoint, and database maintenance.
Ability to manage, administer and direct a large and comprehensive marketing program; analyze problems, identify solutions and project consequences of proposed actions; operate personal computer in utilizing various programs to produce or compose marketing materials, formal documents, proposals, reports and records; develop and administer departmental goals, objectives and procedures; prepare and present budget estimates; perform bookkeeping and be able to balance budgets; direct, motivate, develop, and evaluate co-workers; communicate effectively verbally and in writing; develop effective working relationships with supervisors, fellow employees, and the public; work independently and deal effectively with considerable stress caused by work load and time deadlines; identify and respond to sensitive community and organization issues; exercise initiative and independent judgment and to act resourcefully under varying conditions.
3. Special Qualifications:

Must be self motivated and a team player to accomplish small and large scale projects Must have a current drivers license.  Must be willing to maintain a flexible working schedule to adapt to daily office demands, attend events and trade shows as needed, and be willing to occasionally respond to situations after normal business hours. 
4. Working Environment:

General office environment requiring variety of physical activities not generally involving muscular strain, such as walking, standing, stooping, sitting, reaching, hearing and seeing.  Mental application utilizes memory for details, emotional stability and discriminating thinking and creative problem solving. Modest flexibility of schedule is necessary, as weekend and evening hours are sometimes needed, Frequent travel required in normal course of job performance.
*****

Disclaimer:  The above statements describe the general nature, level, and type of work performed by the employee(s) assigned to this classification.  They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified.  Job descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.  Management reserves the right to add, delete, or modify any and/or all provisions of this description at any time as needed without notice.  This job description supersedes earlier versions.
I _______________________________ have reviewed the above job description.    Date:_________________

(Employee)
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