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MENDOCINO COUNTY TOURISM COMMISSION, INC.
Marketing & Communications Coordinator
Scope of Work
July 2016


Position:  Communications Coordinator
Classification:  Independent Contractor
Reports to:  Executive Director

SUMMARY: 
· Be a team player and an advocate of Mendocino County Tourism Commission’s (MCTC) mission following the annual marketing plan accurately.  
· The Marketing & Communications Coordinator is responsible for coordination of internal communications, the public relations agency, and overall public relations activities; assists with execution of marketing plan; supports Marketing Committee; acts as liaison between website contractor and Online Marketing Services contractor

DESCRIPTION DETAILS

Communications:
· Act as the liaison between MCTC, MCTC’s PR firm of record, and MCTC’s partners/stakeholders
· Respond to PR firm’s Media Requests for media itineraries
· Host visiting media when appropriate e.g., Crab/Mushroom Festival judges; A-list journalists; photo FAM participants
· Work with PR firm to vet media inquiries
· Attend Media Missions (two per year) in locations outlined in the annual marketing plan
· Attend trade events as brand and media representative
· Work with PR firm of record to develop and track PR budget items and ensure all current scope and projects are within current year’s budget
· Review all press releases and other public-facing material produced by PR firm
· Manage coverage received from media and other related follow-up from media visits and general PR activities. This includes tracking editorial value of stories relative to advertising/PR value, circulation, impressions and other relevant methods of measurement as well as promoting coverage to stakeholders
· Manage and maintain MCTC’s photography and videography library to ensure the latest images and resources support all marketing programs 
· Manage and schedule photo and video shoots; prepare shoot lists; find locations and models; obtain permissions as necessary; arrange for lodging, meals, transportation, etc.
· Post media coverage and other relevant issues to internal Facebook page, VMC Partners at Work
· Write monthly MCTC Community Communications Update; distribute to partners and Ukiah Daily Journal
· Compile and keep MCTC press kit materials up-to-date and manage media section of visitmendocino.com 
· Work with local businesses, organizations and individuals to help tell the Mendocino County story
· Manage communications with “member” organizations and the community through internal newsletters, website listings, chamber mixers, etc, effectively representing MCTC 
· Assist in the avocation for MCTC with government, community, and business organizations (including member organizations)
· Advocate for initiatives, mission, programs and goals of MCTC and our membership organizations; provide assistance with such organizations ensuring longevity and success
· Represent MCTC to pre-determined local organizations and businesses including presentations as requested
· Leverage communications to both member base and consumers

Marketing
· Under direction of the Marketing Committee, research and gather proposals for public relations and marketing efforts
· Provide administrative support to the Marketing Committee and Chair: write agendas, minutes, and schedule meetings
· Develop internal marketing materials e.g., Quarterly Report, Annual Report, Marketing Plan, and other communications collateral for distribution to MCTC and associated Boards of Directors, partners, stakeholders, and the public
· Ensure MCTC branding and messaging are consistent across all levels and collateral
· Collaborate with Online Marketing Services contractor to ensure consumer-facing marketing via social media, website blogs, and newsletter are sharing similar key marketing messages; review blog posts for accuracy
· Collaborate with MCTC's website contractor on website development, problems, changes; ensure the website reflects current marketing campaigns
· Assist the ED with executing the marketing/advertising initiatives set out in the annual marketing plan including recommendations for improvement on an ongoing basis
· Respond to website visitor inquiries
· Distribute email requests to partners as directed by the ED
· Analyze website statistics for reporting purposes (data dashboard)
· Maintain necessary insurance as independent contractor
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