TITLE: Tourism Director
The Pullman Chamber of Commerce seeks an outstanding individual to fulfill a full-time position as Tourism Director. Applicants must possess exceptional interpersonal communications skills, be proficient in Microsoft Office programs, be able to meet multiple demands in pressure situations and maintain high levels of quality of work. The successful candidate will communicate clearly orally and in writing, work with minimal supervision and maintain good time management, organizational skills and confidentiality in the workplace. Strongly preferred qualifications include: a bachelor’s degree in Marketing, Event Planning, Recreation or related field or four years equivalent experience in event planning.
Previous chamber experience or other non-profit is a plus. Interested applicants should send a resume and cover letter to Marie Dymkoski, Executive Director, 415 N. Grand Ave., Pullman, WA 99163. 

Position Begins: June 1, 2018
Salary range: $35-$36k year DOE, plus benefits
PURPOSE:  To promote economic development by marketing Pullman as a visitor and event destination through programs which include advertising, community relations, promotion, and visitor services.

GENERAL DESCRIPTION:  The Tourism Director reports to the Chamber’s Executive Director and Board of Directors to coordinate and manage the day-to-day operations of the Chamber’s tourism marketing program. Assist chamber staff with customers, telephones, and general office duties as assigned. This is a 40 hour per week salaried position. Must be available to work nights and weekends as required.

QUALIFICATIONS:  A bachelor’s degree in Communications, Recreation and Tourism or related field or 4 years of equivalent experience in tourism or marketing. Must have excellent written and verbal communication skills. Must have strong computer skills and prefer experience with Microsoft Office products and desktop publishing. Candidates should also have strong organizational skills and the ability to multitask. Prefer experience working with media. Prefer financial experience and experience working with grants. Knowledge of Pullman and the area is a plus.
RESPONSIBLE FOR DEVELOPMENT AND ADMINISTRATION OF THESE PROGRAMS:

Pullman Promotion – Work with local, regional and state organizations to promote Pullman as a tourism destination.  
· Member of Washington Tourism Alliance to promote Pullman and Palouse region activities highlighted in all their guides. Attend state wide meetings.
· Member of Washington Filmworks Association to coordinate photographs, key contacts, historical background, and site-specific information relevant to film production and location request.  
· Co-Chair of Palouse Marketing Committee to develop joint brochures and marketing campaigns with Moscow Idaho and the region. Direct meetings every other year.

· Co-Chair of Palouse Scenic Byway Committee to promote Pullman as the lodging destination for visitors to the Byway. Organize meetings and minutes once a month in Colfax and quarterly meetings in smaller communities.

· Member of Washington Festivals & Events Association to promote events in Pullman. Events Coordinator will attend annual conference every March.

· Work with Pullman Lodging Tax Committee to facilitate grant applications for events and activities promoting lodging stays in Pullman. Facilitate meetings once a month, as needed. Report grants to the state in March.
· Work with tour and travel writers to facilitate FAM tours, encourage story placement and feature articles in a variety of leisure and trade publications. 

· Work with tour companies to develop and promote bus tours to the Palouse.

Tourism Advertising & Marketing Campaign – Plan and implement a cohesive tourism advertising and marketing campaign that includes print, radio, television video and social media.  Develop targeted ads, choose annual media buys and sign contracts with advertisers, and collect reader response data for a ROI.

Brochure Development –
· Pullman Activities Guide - This regional guide is produced by the Pullman Chamber of Commerce.  The Tourism Director is responsible for hiring a company to sell ads and produce the guide, select text and pictures, and help with the overall management of the project.  However, sales have been handled in-house by Tourism Director since 2015, with the help of a Graphic Designer, and coordinated printer.
· Monthly Calendar of Events - This calendar is distributed each month to the Poster Delivery group in Chamber Master. Tourism Director is responsible for filling calendar with events. Since 2014, the calendar produced by the Pullman Community Update has been shared with the Chamber and updated from there. Maintain the distribution sheet each month and email. Distribute calendar through emails, post on website each month.

· Pullman City Map – The Tourism Director is responsible for helping to hire a company to sell the ads and produce the map, select pictures, develop up to date cartography and help with the management of the project including distribution of the map.
· Picture Perfect Palouse – update and print Whitman County map that includes all public locations for photo opportunities. 
· Camping Brochure – update yearly with correct information and include all camping in the region, print and distribute. These are printed in-house.
· Pullman Trails Brochure – update when new sections of the trail system are added. Print and distribute. 

· Downtown Retail Map – update and print as needed and distribute throughout the community.

· Palouse Scenic Byways – when supply is exhausted, re-design and print brochure to match layout of new website. Include itineraries list.

· Volunteer Brochure – update information to be used as a resource for both finding volunteers and places Pullman residents can volunteer. Print in house and distribute.

· Miscellaneous Rack Cards: Restaurants, 21+, Thriftiqueing, Family Friendly Palouse.

Develop and produce additional brochures as needed, such as: Conference Packet, should Pullman gain the facilities to handle this group.  

Communications - Coordinate and nurture communications and relationships among the Chamber and its tourism related members, City and County administrators, area chambers, SEWEDA, Spokane Regional Convention and Visitors Bureau, Hells Canyon Visitor Center, and Port of Whitman officials.  

Social Media – Work to ensure all three Chamber websites have updated, current and correct tourism information. Sites currently include pullmanchamber.com, palousescenicbyway.org, and lentilfest.com. This includes adding new pages when necessary. Update Facebook and Twitter daily. Update the VisitWA, Scenic Washington State 365 and other phone aps.  
Events - 
· 4th of July Community Celebration - Work with the Event Coordinator and Committee Chair to organize, promote and produce the celebration and oversee financial decisions. 

· Cabaret – Work with committee to help organize, promote, and produce a successful fundraising event. Hands on involvement with the live and silent auctions, from data entry to item placement to check-out. Includes evening meetings October through March.
· Chocolate Decadence - Work with Event Coordinator to organize, promote and produce one Chocolate Decadence event a year (2nd Thursday in November, which is the kick off for the Holiday Fest).

· Holiday Fest – Work with Event Coordinator to organize, promote and produce cohesive Shop Pullman campaign including Holiday Fest event in December. Responsible for coordinating supplies for decorating City of Pullman and the hanging and removal of wreathes throughout downtown Pullman.
· National Lentil Festival – Work with Event Coordinator to organize, promote and produce the festival (including Poster Unveiling event) and oversee financial decisions.
· Pullman ArtWalk - Work with committee chair from Pullman Arts Commission to promote this event in May. 
· Other events to promote Pullman. 
Hotel/Motel Status Report – E-mail out the established report to all accommodations in Pullman, Moscow and others that are chamber members on a weekly basis during busy months (monthly during slow months).  Update the report with accurate information, and then post the report on the Pullman Chamber website.  
Relocation & Visitor Request Mailings & Data - Tourism Director is responsible for preparing requested packets for both visitor and relocation, collecting and maintaining data from requests (for ROI), and preparing monthly bulk mailings (over 125 pieces). Office Manager helps with this and records number of daily requests. The number of leads generated through advertising media is mailed through the bulk mail rates.
Brochure Racks – Tourism Director is responsible for ordering and maintaining brochures in racks in foyer and lobby.
Budget - With the Executive Director and Event Coordinator, plan and implement annual tourism budget with the City of Pullman.  Work with accountant and office manager to ensure timely, accurate reporting of financial information and reports on a monthly basis to the City of Pullman and Chamber Board.  Also, work on the Chamber’s annual Budget Committee to help prepare the Chamber’s annual budget.
Reports – Present a monthly tourism report to the Board of Directors, Lodging Tax Advisory Committee, and to the Palouse Scenic Byway. Collect data on advertising ROI, visitor and relocation requests, and website stats.
Future Development – With additional time, Tourism Director will aggressively seek FAM tours, market to Tour Bus companies, develop Tourism Education presentations or workshops for use within the City of Pullman and the Palouse region, and work via press releases and personal contact to promote Pullman in a positive light nationally, regionally and locally. This includes editorial content in national magazines, newspapers, blogs, websites, and TV promotion.
The Palouse Scenic Byway – Co-coordinate the efforts of the Palouse Scenic Byway. Organize monthly meetings and quarterly community joint meetings to communicate with Byway committee and meetings.  Promote the importance of tourism to the Byway. Coordinate grant applications with committee and state scenic byway office. Coordinate or help coordinate all projects produced by the byway including maintaining website. All signage, brochures, video marketing efforts, building projects and additional grant projects as needed. Attend workshops and conferences concerning scenic byways.
Additional Office Duties – Tourism Director will work as a team with Chamber staff to answer phones and help visitors, General Membership Luncheons, and Chamber Holiday Party and other events. Tourism Director will prepare gift baskets for promotion of the Chamber to member fundraisers. Additional duties as assigned.
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