

JOB DESCRIPTION

EXECUTIVE DIRECTOR 

TOURIST DEVELOPMENT COUNCIL (TDC)
Pay Grade:   19.06
Pay Range: 
$67,845.60 - 
$110,768.04



                    FLSA Exempt Status

The person selected to fill this position is recommended by the Tourist Development Council (TDC), appointed by City Council and reports directly to the Council President who serves as Chair of the Tourist Development Council.  The Executive Director of the Tourist Development Council is responsible for the strategic direction, marketing, and day-to-day operations of the TDC including contract, budget, and staff management.  

DUTIES:  (not intended to be all inclusive)

· Provides vision and leadership to the strategic planning and implementation process and markets the plan to key stakeholders.
· Stays abreast of the tourism market and opportunities which includes conducting research and attending meetings with promoters, the Office of Special Events, etc.

· Actively researches and suggests surveys, feasibility studies, and other reports that will impact the strategies and decisions of the TDC to increase tourism.
· Assists in the evaluation of potential capital expenditures for tourism and monitors progress on those approved.
· Oversees contracts with Visit Jacksonville to ensure contract deadlines, deliverables and performance measures are met and immediately reports any discrepancies to the TDC.

· Publicly represents the TDC at tourism functions and with potential clients, promoters, exhibitors and the like.
· Makes presentations of marketing plans, budget updates, and policy changes to the TDC or other key stakeholders.   
· Reviews all STR data, Longwood studies, Destination Map studies and similar reports, as well as Visit Jacksonville quarterly reports to look for trends, weaknesses, evaluate ROI of current TDC expenditures and prepare reports for the TDC on same.
· Is responsible for the maintenance of the TDC budget, monitoring expenditures, and purchasing materials.

· Researches, compiles data, and prepares reports and correspondence. 

· Schedules and staffs all meetings of the Tourist Development Council, including all sub-committees.

· Supports activities of the Tourist Development Council including determining policy and developing and administering the TDC budget.  
· Establishes and maintains effective working relationships with civic leaders, other City officials, and the general public.

· Interprets laws, rules, regulations, policies, for the purpose of answering inquiries, resolving complaints, or to resolve work related problems.
· Reviews and processes applications in accordance with Tourist Development Council grant allocation policies and procedures.

· Communicates clear direction, manages for results, and leads organizational change.

· Assigns responsibility, takes corrective action, demonstrates leadership in evaluating, developing, and motivating employees.  

· Performs other duties as may be required.
KNOWLEDGE, SKILLS, AND ABILITIES:

· Ability to create and implement a strategic and marketing plan(s).
· Ability to develop and implement creative ideas related to tourism.

· Ability to communicate effectively.
· Ability to research and compile data, and to prepare written reports and correspondence.
· Ability to interpret laws, rules, and regulations.
· Ability to coordinate and monitor administrative activities.

· Ability to manage and motivate staff effectively.
· Ability to operate standard office equipment such as personal computers and software applications, and related equipment.

· Knowledge of administrative practices, methods, and procedures relating to administrative support areas.

· Knowledge of research and statistical methods and technique.
· Knowledge of basic accounting methods.  

· Skill in organizing and prioritizing projects. 
· Skills in presenting to both large and small groups of key stakeholders. 
REQUIREMENTS:   A bachelor’s degree and five years of experience in economic development, tourism development, business administration, public administration or a related field.  Proven experience at the management level with program/project management experience is preferred.
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