JOB DESCRIPTION
PUEBLO CITY-COUNTY LIBRARY DISTRICT
_____________________________________________​__________________​_______________

POSITION:
Manager of Programs and Events
Organization class:
Master

DEPARTMENT:
Community Relations
Level:  A
EFFECTIVE:
 December 31, 2013
FLSA Status:  Exempt
______________________________________________________________________________

This Job Description identifies the major responsibilities of this job.

▪▪ I.
POSITION PURPOSE

The purpose of the Manager of Programs and Special Events is to support the library district by coordinating events and programs that meet the interests and needs of the diverse public.  This position coordinates public programming for the district that is aimed at adult audiences and provides logistical support for programs and events.  The successful efforts of this position will result in increased circulation, visits, and attendance.
▪▪ II.
RELATIONSHIPS
The Manager of Programs and Special Events reports to the Director, Community Relations & Development and works as a team member, supervising a part-time clerical assistant. The position works closely with the general public, outside organizations, businesses, and other library staff and provides excellent customer service demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.  The position supports the activities of the Friends of the Library, including attending the Friends’ business meetings, programs, and events.  The position provides excellent customer service demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.

▪▪ III.
PRIMARY DUTIES AND RESPONSIBILITIES
Identify, plan, develop, implement, and coordinate the production of a broad range of public programming activities such as lectures, workshops, festivals, author visits, music, theatrical performances, music, dance, and more.  Work involves developing and utilizing well-defined procedures, and abiding by established standards, and professional guidelines

Coordinate logistics for programs including arranging accommodations for special guests, making travel arrangements, setting catering and room arrangements, reserving equipment, managing contracts.

Lead the Lure ‘em to the Library committee to create and carry out a district-wide adult programming calendar of events to be held at all library location venues, including monthly programming themes and initiatives that appeal to the community.
Manages multiple contests, award ceremonies and other programs by mailing entry forms, creating and sending certificates to participants, etc.

Works with the Marketing Coordinator to ensure information about library events is available to the broad community of potential attendees.

Collaborates with internal and external partners on shared programming and event sponsorship opportunities.

Schedules planning meetings for events and programs, including the All Pueblo Reads project. Creates agendas and takes minutes at these meetings.
Actively works with staff from other library departments to coordinate respective adult programming needs.

Maintains and coordinates a master calendar of library events and programs. 

Builds and maintains a network of local and national contacts for special programs.

Hosts events and welcomes large groups of people to the library, including mingling with guests, introducing presenters, etc.

Processes payments and refunds, and keeps RSVP lists for PCCLD events/programs.

Assists the Friends of the Library with their programs and monthly meetings.

Maintains helpdesk requests sent to the Community Relations department and assigns requests to appropriate team members.
Supports team efforts to maintain a safe and secure environment for customers and staff by maintaining awareness of surroundings and working in accordance with safety policies and procedures.

Participates in regularly scheduled department meetings.  Attends All Staff Development Days and other training sessions to acquire new skills and to stay current on all  information that is pertinent to PCCLD.

Reads daily organizational communications from intranet, e-mail, newsletters and print announcements.  Stays current on all library services, programs and events throughout the district. Regularly accesses electronic time keeping, payroll and personnel employee access systems.

▪▪ IV.
OTHER DUTIES AND RESPONSIBILITIES

Performs other duties as needed.
▪▪ IV.
QUALIFICATIONS 

Education and Experience:   Bachelors degree in communications or related field required.  Three years work experience in a similar position.  Library experience is preferred.

Skills and Abilities:   Most possess knowledge and experience with public event principles, practices, and techniques, including successful event planning and production.  Must be extremely detail oriented and enjoy working on logistics. Advanced computer skills with a working knowledge of Microsoft Word, Excel, Power Point, Access, and Gmail required. Knowledge of Adobe Creative Suite applications InDesign, Photoshop and Illustrator preferred.  Demonstrated organizational skills with ability to coordinate multiple priorities.  Excellent verbal communication, written communication, listening skills and problem solving skills. Ability to function under flexible and changing conditions. Comfortable with public speaking and working with diverse populations.
Physical Requirements:  Must be able to lift objects weighing up to 50 pounds and push /pull a fully loaded carts weighing up to 200 pounds.

Other Requirements:   Must be able to work a flexible schedule including days, evenings and weekends.  Applicants must pass a criminal background investigation.  Must have good driving record, current Colorado Driver’s License and automobile insurance.

Equal Opportunity Employer.
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