Tourism Marketing & Special Events Coordinator 
Reports directly to the President

The Eatonton-Putnam Chamber of Commerce is a non-profit organization serving as the Welcome Center for Eatonton / Putnam County.  The Tourism & Special Events Coordinator is a full time, salaried position holding a dual role: promoting Eatonton as a tourist destination thus creating heads in beds, as well as fundraising for the Chamber through events.  Promoting Eatonton as a tourist destination includes creating a marketing plan that encompasses participating in state, regional and local organizations; designing and distributing brochures on local attractions; creating advertising; and always serving as a gracious host to tourists, travel writers, tour groups and the local community.  The fundraising efforts include complete execution of the annual events: A spring Fundraiser and Taste of Eatonton.  The Tourism & Special Events Coordinator also assists in promoting any other annual events that bring in tourist, such as the Dairy Festival, Briar Patch Arts Festivals, etc.
· The Tourism & Special Events Coordinator reports directly to the President and works closely with the Membership Manager to accomplish goals of the organization.  When a seasonal intern is employed, the TSEC oversees the program requirements and daily duties.

· The TSEC serves as the main contact for the welcome center. This position includes greeting the visitors, fulfilling inquires, giving group tours and distributing brochures in the state and local visitor information centers. 
· Attends and engages in participation of the cooperative marketing organizations Historic Heartland, Georgia’s Antebellum Trail, Georgia’s Lake Country, Eatonton Main Street, and Scenic ByWay. 
· The TSEC uses communication / marketing tools to stay in touch with the local community, past visitors and prospective tourists on upcoming events in Eatonton and attraction updates that they must visit.  Tools include  reports to the Membership Manager for Chamber publications, web site updates, social media, newspaper, magazine, radio, speaking engagements, brochures, participating in community events and attending community meetings. 
· Taste of Eatonton is the Chamber’s largest fundraiser and held the first Monday in October.  The TSEC is the primary effort behind the event, creating and managing all promotions, booking participating restaurants, securing raffle and silent auction items, and acquiring adequate volunteers.  All staff as well as board members will support this effort.  

· Management of the Visit Eatonton website (WordPress) as well as regional and state websites: Georgia’s Lake Country, Antebellum Trail, Explore Georgia.   

· Management of all social media outlets: Facebook, Instagram, and Twitter.

· Serve as Camera Ready contact and maintain film location database.

· Design, print and digital advertising for Visit Eatonton using the Adobe Creative Suite.

· Creation and production of Eatonton tourism brochures.

· Serve as primary contact for travel writers and provide community tours.

· Primary contact with local, regional and statewide media.

· Create itineraries and market Eatonton to group tours. 
· Primary liaison with the Georgia Department of Economic Development/Tourism. 

· Represent Eatonton at trade shows and conferences as requested. 

· Provide tourism content for Chamber publications: Business Report and Newsletter. 

· Maintain documentation and provide contract reports for City of Eatonton and Putnam County as directed by the President.  Attend at least one commissioners and council meeting per 6 months.

· Enhance local tourism products through goals and objectives list in the strategic plan.

· Prepare grant applications for tourism product development. 

· The TSEC agrees to keep all information confidential concerning business development.

· The TSEC agrees to assist in any other duties as deemed necessary. 

