Willmar Fests, Inc.
 Willmar Fests Administrator
Position Title: Willmar Fests Administrator
Immediate Supervisor: Willmar Fests Board of Directors

Pay Status: 1099-Misc

Purpose

Serves as top administrative official performing executive and administrative work with overall responsibility to manage the administration of Willmar Fests operations and summer celebration services.  Participates in Board of Director meetings and executes Board directives and policies; oversees Contract services and license/permit activities and ensures compliance with applicable laws, rules and regulations.  Performs administrative and clerical work with primary responsibility for supporting the Willmar Fests Board of Directors.  Serves as contact individual for Willmar Fests and represents and acts on behalf of the Willmar Fests Board of Directors.  
ESSENTIAL FUNCTIONS

Prepare Board of Directors correspondence, reports, and agreements.
Compose/design, edit, type and distribute reports, letters/memoranda and other documents; reviews draft agreements, contracts and leases.

Assemble data, prepare accurate records/reports, and maintain physical and computer files.

Provide routine information and assistance, respond to inquiries from citizens, receive and personally handle festival complaints or refer to appropriate person.

Authorize and release information pertaining to topics such as festival schedules, rules, or contact chairman of events.
Oversees and monitors all festival contracts, agreements and legal documents.

Attends regular and special meetings of the Board of Directors; attends meetings of various event committees if requested. 

Communicates and coordinates notices to media and outside agencies, prepares and present news releases and meets with media.

Required Knowledge, Skills, and Abilities

Knowledge of overall Willmar Fests structure and operations, policies and procedures, and ability to understand and follow municipal code and ordinances and applicable federal/state laws/rules/regulations governing summer festivals.

Knowledge of Willmar Fests Board of Director procedures, practices, and responsibilities.

Knowledge of business English, spelling, punctuation, and office practices/procedures.

Ability to compile/assemble data and prepare accurate records/reports.

Ability to understand and follow orders and written instructions.

Skill in communicating verbally and in writing.

Skill in operating computer programs and office equipment.

Ability to plan and organize projects, schedules, and work activities.

Ability to work independently.
Machines, tools and equipment used:  Computer and printer, telephone, typewriter, calculator, fax and copiers.

Minimum Qualifications
Associate degree from a technical or business college in related area and four to six years of previous secretarial/clerical experience, including executive level support, with office management skills.

Working Conditions

Works in typical office setting, sitting/standing for extended periods of time.  Works at computer and desk.  Use fines motor skills and performs repetitive movements and some lifting of object such as office supplies and files.  Uses near vision, hearing, and sense of touch.
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