CITY OF MORROW, GEORGIA JOB DESCRIPTION

CITY OF MORROW, GEORGIA

Position Information

Job Title: Main Street Manager & Events Coordinator
Department: City Manager’s Office / Community Development
Reports To: City Manager

FLSA Status: Exempt (Administrative / Professional)
Employment Status: Full-time

Pay Grade / Range: [To be established by City Manager / Council]

Work Location: City of Morrow (The District, Morrow Center & Exhibition Hall, City Hall, and event
sites as assigned)

Position Summary

The Main Street Manager & Events Coordinator is a newly created position that combines city and
private-event coordination with responsibility for establishing and managing Main Street Morrow and
providing professional staff support to the Morrow Historic Preservation Commission (MHPC). The
position preserves and enhances the historic character of downtown Morrow as the heartbeat of the
community while strengthening the economic vitality of the historic district through the National Main
Street Four-Point Approach® (Organization, Design, Promotion, and Economic Vitality). The incumbent
plans and executes City events; coordinates private events at City venues; builds the Main Street
Morrow program: and serves as the primary liaison, clerk, and project coordinator for the MHPC.

Essential Duties and Responsibilities

A. City and Private Event Coordination

* Plan, organize, promote, and execute City of Morrow special events, festivals, cultural celebrations,
and community gatherings (including, but not limited to, signature events at The District, Morrow
Center, and Exhibition Hall).

« Coordinate private events held at City facilities, including bookings, contracts, deposits, insurance
certificates, floor plans, vendor coordination, setup/breakdown, and on-site event management.

« Develop event timelines, run-of-show documents, staffing plans, security and public-safety
coordination, and after-action reports.

- Solicit, contract, and manage vendors, entertainers, sponsors, and partners; track sponsorship
fulfillment and in-kind contributions.

« Prepare event budgets, monitor expenditures, process invoices and purchase requests in
accordance with City purchasing policy, and reconcile event financials.

« Coordinate permitting, traffic control, emergency services, sanitation, and facility use with Police,
Fire, Public Works, and other departments.

« Create and implement marketing and communications for events (press releases, social media,
websites, flyers, and partner outreach) consistent with City branding.

« Recruit, schedule, and supervise event volunteers, temporary staff, and contractors.

B. Main Street Morrow Program

« Create, launch, and manage Main Street Morrow consistent with the National Main Street Program
approach and Georgia Main Street / Department of Community Affairs guidance.

« Implement work plans across the Four Points: Organization, Design, Promotion, and Economic
Vitality.
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Preserve and enhance the historic charm and integrity of downtown Morrow while strengthening the
economic vitality of the historic commercial district.

Build and sustain partnerships with downtown property owners, merchants, residents, civic groups,
Clayton County, and regional tourism and economic-development partners.

Develop and maintain a Main Street work plan, annual report, performance metrics, and
volunteer/committee structure as the program matures.

Identify, pursue, and administer grants and other funding sources that advance Main Street,
downtown revitalization, events, and historic preservation goals.

Enroll in and complete National / Georgia Main Street manager training; maintain required
continuing education for program designation.

Promote downtown as a destination for residents, visitors, investors, and new and existing
businesses.

C. Morrow Historic Preservation Commission (MHPC) Support

Serve as primary staff liaison and clerk to the Morrow Historic Preservation Commission.
Prepare agendas, assemble packets, post legal notices, and communicate meeting dates, times,
and locations to Commissioners in compliance with the Georgia Open Meetings Act.

Attend all MHPC meetings; record, draft, and maintain accurate minutes; track votes, conditions,
and follow-up items.

Coordinate and accomplish Commission directives, including research, correspondence with
property owners, application processing, and project tracking.

Support and assist property owners in preserving, protecting, and/or restoring the historic integrity
of their properties in a manner that enhances character, appearance, and property values in the
City of Morrow.

Maintain Commission files, bylaws, rules of procedure, maps, inventories, and records in
accordance with City records-retention requirements.

Coordinate with the City Attorney, Planning/Zoning staff, and Building Official on certificates of
appropriateness, design guidelines, and related ordinance matters as assigned.

D. General Administration

Prepare reports, presentations, and recommendations for the City Manager, Mayor and Council,
and boards.

Maintain positive, professional public contact; respond to citizen, merchant, and applicant inquiries
in a timely manner.

Perform other related duties as assigned by the City Manager.

Knowledge, Skills, and Abilities

Knowledge of special-event planning, venue management, and public-assembly operations.
Knowledge of, or demonstrated capacity to learn, the National Main Street Four-Point Approach®
and Georgia Main Street program requirements.

Knowledge of historic preservation principles, local historic-district processes, and the role of a
historic preservation commission.

Knowledge of grant identification, application, and administration related to downtown revitalization,
events, tourism, and historic preservation.

Knowledge of Georgia Open Meetings Act, Open Records Act, and public-board support practices.
Skill in written and oral communication, agenda and minutes preparation, and professional
correspondence.

Skill in project management, budgeting, vendor contracting, and multi-event calendar management.
Ability to work evenings, weekends, and holidays as required by the event and meeting calendar.
Ability to build consensus among elected officials, board members, merchants, property owners,
and the public.

Ability to work independently with limited supervision while keeping the City Manager informed.
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Minimum Qualifications

- Bachelor's degree in public administration, historic preservation, urban planning, hospitality/event
management, marketing, economic development, or a closely related field; or an equivalent

combination of education and progressively responsible experience.
« Two (2) or more years of experience in event coordination, downtown/Main Street work, historic

preservation support, tourism, or municipal community development.
- Must have at least begun National Main Street / Georgia Main Street manager training at time of
appointment, with a firm commitment and documented plan to complete required training within a

period established by the City Manager.
« Familiarity with Main Street boards/committees and historic preservation commissions, or

demonstrated ability to learn board processes quickly.
- Valid Georgia driver’s license and acceptable driving record.
« Satisfactory background investigation.

Preferred Qualifications

- Completion of, or substantial progress toward, Main Street America / Georgia Main Street manager

certification.
- Direct experience staffing a historic preservation commission, downtown development authority, or

Main Street board.
« Successful grant writing and grant administration experience (state, federal, or foundation sources

related to downtown, tourism, events, or preservation).
« Experience with municipal venue rental, facility scheduling software, and large outdoor festivals.

- Bilingual ability (English/Spanish or other languages commonly spoken in Morrow) is a plus.

Physical Demands and Work Environment

« Work is performed in an office setting and in the field at event sites, venues, and downtown

properties.

« Requires standing and walking for extended periods during events; occasional lifting of up to 25-40
pounds (event supplies, signage, and materials); and work outdoors in varying weather.

+ Requires availability outside normal business hours, including nights, weekends, and holidays.

Disclaimer

This job description is intended to describe the general nature and level of work performed. It is not an
exhaustive list of all duties, responsibilities, and qualifications. The City of Morrow reserves the right to
amend this description and to assign other duties as necessary. The City of Morrow is an Equal

Opportunity Employer.
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