BOYNTON BEACH  SEQ CHAPTER \h \r 1COMMUNITY REDEVELOPMENT AGENCY (CRA)
710 North Federal Highway, Boynton Beach, FL  33435
CRA ANNOUNCEMENT# 001-2013
ISSUE DATE: September 11, 2013
CLOSING DATE:  September 25, 2013 or until filled
SALARY: Beginning range of $30,000 to $35,000 DOQ
Title:
MARKETING, EVENTS AND ECONOMIC DEVELOPMENT ASSISTANT

FLSA Code: Non-exempt                              
How to Apply:  
Email resume to Susan Harris at: HarrisSu@bbfl.us
Contact Number: 561-737-3256 x203
Reports to:  Executive, Marketing and Special Events Directors
GENERAL STATEMENT OF DUTIES:  

Assist the Executive Director in developing and implementing key economic development programs and events that benefit business owners in the CRA District.  Assist the Business Development Specialist in implementing marketing efforts and programs.  Assist the Special Events Director in planning, organizing, developing and executing events for the Boynton Beach CRA that promote the businesses and redevelopment of the CRA. 
ESSENTIAL DUTIES AND RESPONSIBILITIES:

Economic Development Responsibilities:
· Work with area businesses to ascertain their needs and disseminate this information to the CRA, City and Chamber.
· Maintain updated list of area businesses.
· Interface with area business owners to disseminate information on CRA Economic Development programs.

· Promote CRA Economic Development programs.

· Create media releases to showcase businesses and programs.

· Work with area businesses to coordinate their involvement in CRA, Chamber of Commerce and Business Development Board events.

· Provide technical assistance to area businesses regarding marketing and promotions. 

· Other duties and projects as assigned. 
Marketing Responsibilities:
· Update and distribute CRA Annual Report.
· Update and distribute electronically the CRA “FYI” newsletter.
· Maintain daily updates on CRA’s social media sites, i.e, FaceBook, Twitter, YouTube. 

· Maintain and update e-mail distribution lists (media, residents, business owners)

· Assist in development and distribution of marketing collateral to local businesses and community members including direct mail post cards, event posters, flyers, agency brochures, and online ads, etc.
· Establish and maintain professional relationships with all marketing and special vendors. 

· Assist marketing director to maintain agency website for current and accurate content and work with agency consultant on completing the new Boynton Harbor Marina website.
· Maintain CRA updates for City’s WEBUS/BBTV.
· Create and distribute calendar listings to be posted in local news websites, magazines and newspapers.
· Create flyers to be distributed at conferences and special events. 

· Prepare and distribute marketing packages, ie Sponsorship Kits, at conferences and other events. 

· Attend weekly meetings with the marketing director and special events director to coordinate efforts and ensure efficiency.  

· Attend monthly professional networking events. (Leadership Boynton)

· Assist marketing director with coordination and editing of all promotional Google Map and YouTube videos, FaceBook, and Twitter.  Organize and manage photos in Flickr homepage.

· Inventory and manage marketing collateral. 

Events Responsibilities:

· Attend inspections for placement of port-o-lets, tower lights, generators and street
closures information. 

· Attend all events meetings, departmental assist meetings, event wrap-up meetings and provide updates and summary.
· Create insert for Utility Bill advertising, newspaper ads and coordinate advertising schedule.
· Create event factoid and post to Boynton CRA webpage, link event flyer to image.
· Create and distribute media advisories to local news sources.
· Create and distribute calendar listings to be posted in local news web sites, magazines and newspapers.
· Distribute event flyers to all distribution contact lists.
· Create event advertisements for WEBUS/BBTV.
· Coordinate advertising efforts on City and Chamber of Commerce websites.
· Update CRA's on-hold message and event information line.
· Coordinate reservation list for Sponsorship Hospitality Area.
· Purchase items for events as needed.

· Create and distribute Toys for Tots donation boxes and coordinate toy collection.
· Identify and solicit new clubs/organizations to collect Toys for Tots.
· Distribute Toys for Tots flyers to all condos along the water in Boynton Beach for pick-up during the Holiday Boat Parade.
· Coordinate with all local marinas to get participants for the Holiday Boat Parade.
· Assist with day-of-event activities, including: signage, banners, set-up of tables, chairs, lighting, centerpieces, hospitality area (set-up and tear down of area)

· General office duties including: data entry, faxing, filing and copying.

KNOWLEDGE, SKILLS AND ABILITIES:

· B.A. Degree in Marketing/Communications, Public Relations, Event Planning, Business or four years experience in the public redevelopment field.
· Proficient in Microsoft Word, Access, Outlook, Excel, QUARK, MAC software, PowerPoint and Desktop Publisher, as well as Adobe Photoshop. Basic HTML knowledge and experience with Adobe and Illustrator and InDesign is preferred. 
· Must be available to work nights and weekends as needed. Compensatory time will be granted as necessary. 

· Must be able to pick-up and carry items for events, such as signs, tables, etc. 
EOE / MFDV / DFWP
