THIEF RIVER FALLS CONVENTION & VISITORS BUREAU

DBA VISIT THIEF RIVER FALLS

JOB DESCRIPTION

POSITION TITLE:    Executive Director                                  Date:  March 11, 2022    

REPORTS TO:          CVB Board of Directors

PRIMARY OBJECTIVE OF POSITION

The Executive Director is responsible for the marketing and promotion of the city of Thief River Falls as a destination for groups of visitors involved with conventions, trade shows, sporting events, business travel as well as individual visitors and tour groups.  The Executive Director is the organization’s chief executive officer and is responsible to the Board of Directors for the organization’s functional results in accordance with the organization’s mission statement, goals and objectives. The Executive Director is responsible for the overall management of the organization, as stated in the bylaws, to include all aspects of fiscal and daily operations, public relations, development of and operating within an approved budget and office administration.

The Executive Director develops marketing plans, creates and implements advertising campaigns, maintains the CVB’s website and social media account(s) he/she is also responsible for other duties as assigned by the Board of Directors. The Executive Director will facilitate an active relationship with community leaders, hotels/lodging, retail businesses, and attractions in Thief River Falls. The candidate will exhibit the ability to market the area to stimulate economic development utilizing several advertising platforms. The position requires a self-motivated individual with the ability to work independently.

SUPERVISION EXERCISED

May require supervision of employees, interns and/or volunteers.
ESSENTIAL FUNCTIONS AND RESPONSIBILITIES.  May include but are not limited to the following.
 
DAILY:
· Markets Thief River Falls as a destination, focusing on overnight stays and repeat visits.

· Periodically monitors, posts, and responds to social media accounts

MONTHLY:
· Develops, implements, and executes along with the CVB Board of Directors the policies, procedures, budgets, market plans, goals, objectives and long-term planning according to the bylaws of the Thief River Falls Convention & Visitors Bureau Inc. (dba Visit Thief River Falls.) 
· Assists in preparing the annual operating budget for Board approval and ensures fiscal management.
· Represents the CVB at selected local, state, regional and national meetings and events with the authorization and direction from the Board of Directors.
· Arrange for monthly Board of Directors meeting site, arrange for luncheon, if needed, and prepare agenda, minutes and any other pertinent information needed for the Board.
· Distribute agenda, minutes and financial information to the Board of Directors one week prior to the Board meeting. Remind the Board via email the day before the meeting. Confirm the agenda with the Board President prior to mailing.
· Provides the Board of Directors with reports relating to finance, marketing, sales, operations and special projects and coordinates the agenda for scheduled Board of Directors meetings.
· Provides the Executive Committee with reports, as above, when needed.
YEARLY:
· Prepares and administers an annual marketing plan reflecting realistic objectives within budget guidelines.

· Applies to Explore Minnesota Tourism for Annual, Winter Marketing, and any other applicable matching fund grants for advertising monies. Develops Ads, secure advertising calendars and costs for advertising from various publications, reserves space in publications after contracts from Explore Minnesota Tourism are signed and accepted. 
· Meets with corporate accountant and attorney, as needed.

· Prepares Annual Budget along with appointed Budget Committee of the Board of Directors.

· Prepares all year end documents and presents same to the Executive Board and regular Board of Directors at the first meeting of the new fiscal year. This meeting is also designated as the Annual Meeting of the Corporation and all corporate designation should be addressed at this time, such as designated Bank, Newspaper, and Board of Directors Officers.

ACCOUNTING DUTIES:

The Director shall perform duties defined in the following paragraphs.

· The Executive Director shall keep a complete set of all financial transactions for the organization.
· The Executive Director shall have proficient computer and technology skills.
· The Executive Director shall perform bookkeeping procedures involving accounts receivable, accounts payable and general ledger.

· The Executive Director shall prepare and mail monthly statements, if needed. 

·  The Executive Director shall prepare monthly financial reports for the Board of Directors to review at their monthly meeting.
· The Executive Director shall conduct monthly bank reconciliations, employee payroll checks, tax liability and tax reports using Quick Books software program.

· The Executive Director shall work closely with the CVB President and Treasurer on the overall financial operation of the Convention and Visitors Bureau.

· The Executive Director shall be responsible for keeping a complete set of records of financial transactions of the CVB.

· The Executive Director shall compute and record interest charges, refunds, and similar items.

· The Executive Director shall present periodic reports as deemed necessary by the President. 

· The Executive Director shall continually review the CVB budget line items so as to remain within their limits.
· The Executive Director shall reconcile petty cash on a regular basis, keep an expense sheet with attached receipts, and replenish petty cash as needed.

· The Executive Director shall review all year end corporate requirements and needs regarding local, state, and federal designations and update and submit any fees and/or forms required.

GENERAL DUTIES WILL INCLUDE BUT ARE NOT LIMITED TO:

DAILY: 
· Answer all phone and email requests for visitor packets generated from advertising. Respond, post, and monitor social media accounts.
· Log names, addresses and pertinent information from all requests into computer database.
· Address and mail out all requested visitor packets.
ONGOING:
· Have a copy available of the agenda, minutes, and financial statement for the monthly Board of Director meeting.
· Prepare occasional bulk mailings.
· Apply for grants through Explore Minnesota Tourism and other sources.
· Develop ads and reserve ad space with advertising companies that have been approved by the Board of Directors. 
· Manage organization’s social media accounts promoting current events, attractions and recreational opportunities to attract overnight visitors.
· Develop brochures and other information pieces, as needed to market Thief River Falls.
· Distribute and define “Request for Event Marketing Sponsorship” applications to local event coordinators when requests are made. Bring all requests to the Board of Directors for approval.
· Maintain website information keeping it current and accurate.
· Be knowledgeable about the community and surrounding areas so that inquiries may be answered correctly and timely.
· Be available to make presentations, submit press releases and any other avenues of information to better make aware the function of the organization to the community.
· Actively participate in regional and state associations such as, Riverland Association, Minnesota Association of CVBs, Pine to Prairie Birding Trail Committee and other pertinent groups that will add and enhance Thief River Falls as a destination for tourism.
· Update the Thief River Falls Visitors Guide with regard to calendar of events, telephone and e-mail contact information, photos, copy, script for advertisers and all other information included in the Guide.
· Assist in the proofreading of the Visitors Guide prior to publication. Be in contact with publishing company on a regular basis during the development of the Visitors Guide.
· Regularly visit the various websites that the organization is included with and update as necessary.
· Distribute the Visitors Guides to Minnesota Travel Information Centers. Contact local business regarding their inventory of Visitor Guides and deliver to them twice a year or when needed.
· Send boxes of Visitor Guides to select Explore Minnesota Tourism sponsored brochure distribution programs, such as the Mall of America and Minneapolis St. Paul Airport. 
OTHER RESPONSIBILITIES:

The Director will perform other duties and assume responsibilities as directed by the Board of Directors to ensure efficient operations.
DESIRED MINIMUM QUALIFICATIONS:
Education and Experience

· Graduation from a two-year college or university with a degree in communications, marketing, public relations, or business administration or in a closely related field is preferred
· Two years of a related field.

· Any equivalent combination of education and relevant work experience.

Necessary Knowledge, Skills and Abilities

· A strong computer background with knowledge of Microsoft Suite, graphic design, advertising, social media platforms and website maintenance is desired.

· Ability to develop, coordinate and direct varied marketing projects involved in a Convention and Visitors Bureau Program; ability to establish and maintain effective working relationships with the Board of Directors, venders, contractors, and the general public; ability to communicate effectively orally and in writing.
Special Requirements

· Own or have access to a vehicle, have valid auto insurance and a current driver’s license.
Tools and Equipment used

Requires use of computer, telephone, fax, photo copier, and transportation.
          Physical Demands and Work Environment
· The physical demands and work environment described here are representative of those that must be met by an employee to successfully perform the essential functions of this position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· While performing the duties of this job, the employee is frequently required to sit and talk or hear; use hands and fingers to handle, feel or operate objects, tools or controls; and reach with hands and arms.

· The employee must occasionally lift and/or move up to 35 pounds.

· The employee occasionally works in outside weather conditions.  The employee is occasionally exposed to wet and/or humid weather.

· Specific vision abilities required by this job include close vision and the ability to adjust focus.  The noise level in the environment is usually quiet but can be loud when working at an activity.

SELECTION GUIDELINES

· Formal application, rating of education and experience; oral interview and reference check.
· The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.

· The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and the requirements of the job change.

· Employment with the Convention and Visitors Bureau is for an unspecified duration and constitutes “at-will” employment. Any representation to the contrary is unauthorized and not valid unless obtained in writing and signed by the Board of Directors. This employment relationship may be terminated at any time, with or without good cause or for any or no cause at the option either of the Visit Thief River Falls Board of Directors or the Executive Committee of the Board of Directors, with or without notice. 
