City of Dunedin, Florida
Class Description

JOB TITLE: Recreation Marketing Coordinator
Parks & Recreation Department
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Unc - ¢ eral direction, plans, organizes, schedules, implements and evaluates all
marketing activities and efforts for the Parks & Recreation Department including but not
limited to, sports leagues, website, print materials, social media, public engagement and
branding. Ensures that all City policies, procedures and safety regulations are followed at
all times. Performs related professional work as directed. Reports to the Parks &
Rec ition Administration Superintendent.

SPECIFIC DI'TIES AND RFePNNSIB™ "~~~

ESSENTIAL JOB FUNCTIONS

The duties recorded below are representative of the duties of the class and are not
intended to cover all the duties performed by incumbent(s) of any particular
position.

Coordinates all marketing materials for the Parks & Recreation Department.

Serves as the Parks & Recreation Department liaison with the Communications
Department. Provides information on all Department programs, activities and initiatives
to ensure effective public outreach and advocacy.

Ensures the public communications for the Parks & Recreation Department are accurate,
appropriate, and positively portray the City’s brand.

Assists the staff throughout the Parks & Recreation Department with any marketing n¢  is
including but not limited to brochures, forms, banners, signage, etc. to ensure a
professional look and image for the Department and to maintain consistency and
branding.

Performs technical evaluation of our marketing initiatives. Makes recommendations on
new initiatives or outreach.

Adminis all Parl & Recre ion [ tment webpage and or¢ 1ize them to
optimize user-friendliness, layout, and navigation. Ensures that all content is current and
readily accessible. Updates the pages with appropriate photos, graphics, and navigation
tools.

Develops and updates the City’'s online calendars for events and programs. Develops
and publishes online interaction tools such as forms, inquiries, or registrations.



Coordinate all )cial media initiatives with the = ymmunications ™ spartn  1t. Assists with
responding to any comments, qu¢ ‘ions, issues posted on these platforms from the
public.

Develops the layout and artwork for all print materials including but not limited to the
program magazine, flyers, posters, postcards, mailings, etc. utilizing up-to-date design
techniques and software.

Works with the Communications Department and/or private contractors to ensure the
Department has a robust inventory of photographic and video media for marketing
purposes.

Obtains quotes and purchase orders as needed for the purchase of various marketing
materie ich as the print brochu  signs, postcards, advertising, etc.

Communicates effectively through written and verbal communication.

Compiles data for and prepares required records and reports.

ARD...ONAL JOB FUNCTIONS

Performs routine office work as required, including but not limited to answering the
telephone, preparing reports and correspondence, filing documents, conducting and
attending me ings, entering computer data, etc.

Us of a variety of compu " equipn 1t and software.

Working knowledge of website maintenance, graphics, publishing software, social media
account maintenance, etc.

Performs related duties as required.
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Requi ; a Bachelor's Degree in Communications, Marketing, Parks and Recreation
Administration, or related field with four years of verifiable work experience.

An equivalent combination of education, training and experience that provides the
required knowledge, skills and abilities may be considered.

SPECIAL REQUIREMENTS

Must possess knowledge of computer operations including Microsoft Office and
Recreation software.

Must possess valid Florida driver’s license.









