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Job Announcement

Position Title: 	GDBA Coordinator
Reports To:	Chairperson of the GDBA Board Of Directors
Supervises:	Downtown Volunteers, Vendors, and Event Staff
GDBA Liaison with:	Downtown Merchants
				City of Gilroy
				Gilroy Chamber of Commerce
				Gilroy Welcome Center
				Gilroy Economic Development Corporation 

Scope of Work:
The Gilroy Downtown Business Association (GDBA) Coordinator is a part-time position under the direction of the GDBA Board of Directors specifically the Chairperson of the Board.  This person will supervise volunteers, vendors and paid event staff.  This person is the representative of GDBA especially in the areas of event planning, downtown business promotion, fund development and interaction with key agencies.

The key areas of responsibility could include the following:
· Special events –
· Implementing and overseeing all phases of GDBA special events including:
· Logistics
· Volunteers
· Vendor relations
· Staff support for committee meetings
· Fund development –
· Develop a sustainable source of revenue for the long-term operation and staffing.
· Secure sponsorships for events and contributions to enhance the physical infrastructure, safety, cleanliness and attractiveness of downtown.
· Securing partnerships.
· Securing booth vendors for special events.
· Marketing and promotion –
· Developing and implementing a GDBA marketing and promotion strategy
· Development of a downtown merchant mix, recruitment and retention strategy
· Updating/coordinating website content calendar and social media
· Act as the face of the organization, dealing with media inquiries, public relations and crisis management
· Education –
· Providing “best practices”, examples and strategies for downtown business success
· Administrative –
· Maintaining Board agendas and minutes
· Maintaining files on projects, financial records, invoices, and other relative information.
· Acting as key point person for downtown promotions and events.
· Act as the downtown’s representative on other boards and committees from time to time as necessary.
· Other duties as assigned by of the GDBA Board of Directors specifically the Chairperson of the Board.
Responsibilities:
· Collaborate with the City of Gilroy advocating for downtown’s development rehabilitation, new development, landscaping, signage, urban design and everything that contributes to downtown’s image and furthers the goals and implementation of the Downtown Specific Plan, Gilroy Welcome Center, Gilroy Economic Development Corporation, and the Gilroy Chamber of Commerce to maximize the potential of downtown Gilroy as a destination.
· Plans and Coordinates complex and/or large events in the downtown core.
· Serves as the GDBA representative to event producers and conducts per-planning for special events, including location, layout, security, securing permits, noise abatement, litter/trash control, traffic and parking management, pedestrian management and City support services
· Monitors compliance with alcoholic beverage, fire, safety, and public health code requirements.
· Coordinates event plans to mitigate negative impacts in business activity and neighborhood livability
· Conducts pre- and post-site inspections; provides on-site management as required.
· Directs support personnel and volunteers, as required.
· Preparing purchase orders and submitting supporting information for payment processing.
· Develop strategies for downtown business development and historic preservation
· Provide suggestions to tenants and/or property owners in maximizing physical improvements in the downtown.
· Advise and assist in efforts to attract people and recruit businesses to the downtown.
· Recruit and build an active volunteer force.

Requirements:
· Knowledge of planning, producing and managing a variety of events
· Demonstrated fundraising success
· Fiscal and budget management knowledge and experience
· Self starter with a firm understanding of downtown business development
· Excellent public speaking and written communication skills
· Excellent organizational skills 
· Computer literate and knowledge of all Microsoft Office programs
· Marketing and advertising skills including social media
· Bi-lingual preferred
· Ability to thrive in a fast-paced environment with limited supervision and instruction
· Must be an efficient multi-tasker, problem solver and able to meet time-sensitive deadlines

[bookmark: _GoBack]Education and experience: Prior experience in community or business development, downtown development, and/or marketing and promotion, or equivalent combination of education and experience.

Compensation:  $20-$23 per hour DOE
Hours:  Part time position
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HIRING PROCEDURES AND SCHEDULE: 	Part-time Gilroy Downtown Coordinator 

Schedule: 		On or about September 13, 2011	Announcement of the position
			September 28, 2011			Application DUE DATE

			On or about September 29, 2011	Preliminary review of applicants
			October 4, 2011			GDBA Board of Directors review
			On or about October 11, 2011		GDBA Board interviews, evaluation 									and reference checks

			Fall 2011				Start date


Procedures:	Applicants are required to submit a GDBA on line application plus a relevant 			resume (online or hard copy) on or before 5:00 PM, September 28, 2011.

Submission Location:		GDBA Coordinator
				c/o Gilroy Chamber of Commerce
				7471 Monterey Street  
				Gilroy, CA 95020

Electronic Submission:	gdba@gilroytoday.com										APPLICANTS ARE RESPONSIBLE FOR VERIFYING 						RECEIPT OF ALL MATERIALS.

Contact Person:	Larry J. Mickartz
			GDBA Board Member
			gdba@gilroytoday.com	 
			408.205-6403 (cell)
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