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Range:
SM-3
FLSA:
Exempt

Date:
December 20, 2023
TOURISM MANAGER
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.
DEFINITION

To plan, execute and report on the operations of the City of Sedona’s Tourism Program, including but not limited to developing, implementing, and managing the execution of strategies, plans, and programs that balance Sedona’s thriving tourism economy with resident quality of life.
SUPERVISION RECEIVED AND EXERCISED
Receives general supervision from the Communications Director or designee.

ESSENTIAL AND MARGINAL FUNCTION STATEMENTS--Essential and other important responsibilities and duties depending on which main function of the department you may be assigned, may include, but is not limited to, the following:
Essential Functions:
1. Serves as the primary spokesperson and expert on city tourism efforts.

2. Builds collaborative relationships with stakeholders and acts as the main point of contact with the Lodging Council, Tourism Advisory Board, City Council and Arizona Office of Tourism.
3. Manages the relationship with Tourism Advisory Board. Includes planning and directing recurring Board meetings as well as ongoing communications.  

4. Oversees actions to achieve goals outlined in the tourism strategic plan. This includes destination marketing and management campaigns, media relations, and travel trade, meeting sales, and visitor services development and support.
5. Works with other city departments to execute visitor management strategies including but not limited to trash, parking, transportation, housing and overall resident quality of life issues.
6. Executes the branding plan and marketing plan.
7. Develops, plans, manages and executes an annual budget.

8. Collaborates on destination marketing campaign development and implements marketing, advertising, programming and public relations initiatives to drive lodging and sales revenues during need periods and to attract the targeted demographic.

9. Supervises Tourism Program staff.

10. Develops alliances with key business sectors – Arts, Lodging, Outdoor, Spiritual and Wellness, Retail, and Restaurant. Places particular focus on lodging partners in order to achieve increased occupancy goals during off-peak seasons. 
11. Travels to regional, national and international trade shows and missions as required.
12. Coordinates effectively and creatively with city staff, marketing firms and tourism marketing partners to develop digital, social media, and print marketing tools and programs supporting the City’s marketing, management and promotion goals.
13. Establishes metrics and key performance indicators to measure the program’s success. Prepares and presents bi-annual reports on yearly goal progress. Meets the targets to ensure success of the program.  

14. Coordinates with the Sedona Chamber of Commerce on marketing and promotion to align messaging and avoid duplication efforts.
15. Serves in a leadership role helping to expand our community relations activities, with direct involvement in community-based events and organizations.  

16. Represents the overall community from a Tourism perspective. Participates in professional group meetings as appropriate with local, regional and statewide groups and stakeholders.

17. Other duties as assigned.

QUALIFICATIONS

Knowledge of:
· Sedona’s tourism industry and the City’s desire to seek balance between the tourism economy and resident quality of life.
· All facets of the professional tourism industry including the travel trade, media relations, meeting sales, destination marketing and management, and visitor services sectors.
· Data driven decision making: marketing, public relations, and promotional opportunities put in place by research, data, return on investment and knowledge of the industry to inform stakeholders, partners, community members, and civic leaders.
· City government.
· Strategic plan implementation.
· Principles of public relations and tourism campaigns.
· Excellent written and oral communication skills.
Ability to:
· Build consensus among advisory boards and stakeholders

· Be skilled in creating, managing and reporting on the program’s budget; presenting to formal groups including City Council; and managing a high profile program.
· Coordinate work and services with multiple organizations
· Communicate effectively (orally and in writing)
· Compose professional reports, contracts, and other documents
· Establish and maintain effective working relationships with supervisors, other employees, committees, boards, other agencies and the general public.
· Lead by example and be a team player, pitching in proactively to make the City a fun and engaging place to work.

· Meet deadlines and perform tasks in a fast-paced environment.

· Exercise discretion in handling confidential and sensitive information. 

· Keyboarding and knowledge of business equipment and applicable software applications. 

· Learn new information and systems when required in order to maintain effective and efficient communication.

· Exercise diplomatic interpersonal and collaborative skills.
· Provide excellent customer service to employees and elected officials.
EXPERIENCE AND TRAINING GUIDELINES:
Any combination of experience and training that would likely provide the required knowledge and ability is qualifying. A typical way to obtain the knowledge and abilities would be:
Experience and Training:
Graduation from an accredited college or university with a Bachelor’s Degree in hospitality and tourism management, business management, marketing or a related field. 
Requires 5 years of full-time professional experience in tourism or marketing management at an executive or management level. Experience must include budget administration, supervision, and a record of success related to tourism marketing, management and development.
An equivalent combination of education and experience may be considered.
License or Certification:

Possession of, or ability to obtain, a valid Arizona driver’s license within two months of hire.
WORKING CONDITIONS

Environmental Conditions:

Office environment; exposure to computer screens, potential exposure to electric power sources; occasional, emergency after-hours and weekend work may be required.

Physical Conditions:

Essential and marginal functions may require maintaining physical condition necessary for sitting for prolonged periods of time; light to moderate lifting; general manual dexterity.
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