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TOWN OF SURFSIDE

PROGRAM AND EVENT COORDINATOR

DEPARTMENT: PARKS AND RECREATION NON-EXEMPT

GENERAL DESCRIPTION:

Under general supervision of Parks and Recreation Superintendent coordinates and plans
special events and activities to enhance communication and programs.

ESSENTIAL JOB FUNCTIONS:

1. Plans, organizes, coordinates, promotes and facilitates programs/special events and
maintains communication with speakers, vendors, and participants.

2. Coordinates and monitors event timelines.

3. Assists in preparing a variety of publications, materials, and programs.
4. Assists with program registrations, facility reservations, customer service, etc.
5. Inputs and removes information from Town website.
6. Assists with budgeting and costs breakdown for recreational programs and events.
7. Attends meetings and represents the town and department with service groups.
8. Acts as prime source for promotion activities and special events.
9. Initiates, coordinates, and/or participates in all efforts to publicize promotion of services,

and program events.
10. Assists in coordinating publications of brochures, pamphlets, newsletters, and other

materials needed to promote the parks and recreation department, maintains and
distributes current listings of upcoming events.

11. Collaborates with technology staff to implement information on Town web site.
12. Trains and supervises special events staff including volunteers, department personnel

and other designated Town employees. Ensures roles and accountability for meeting
goals and objectives.

13. Takes photographs and recreational activities for the Town website, gazette and any
other publication.

14. Reviews content on web site and intranet to ensure consistency.
15. Prepares, reviews, and updates standards for office documents for staff.
16. Performs other functions as assigned.

(These essential job functions are not to be construed as a complete statement of all duties performed.
Employees will be required to perform otherjob-related marginal duties as required.)






