
 

 

 

CITY OF SEDALIA, MISSOURI 
Job Description 

 

Job Title: Marketing & Special Events Supervisor 

Department: Park   
Supervisor: 
 

Director of Parks & Recreation 
 

 
 

 
 Date: October 2022 Position No.  

FLSA Status: Non-Exempt Random Substance Testing:  Y 

 

Job Summary:   
This position is responsible for overseeing all marketing, promotions, sponsorships, and special events offered 
by the department.  Work includes planning, organizing, and conducting these activities and supervising the 
work of subordinate staff.  This employee will work a flexible and varied schedule including weekends and 
evenings. 
 

Job Scope:   
The purpose of this position is to increase awareness, use, and understanding of the department through 
marketing, advertising, special events, and public relations strategies. 
 
Essential Duties and Responsibilities:   

1. Coordinate projects and activities related to public relations, advertising, and marketing services. 

2. Prepare annual marketing plan; develop specific goals, objectives, and strategic plans. 

3. Build our brand to increase awareness and create customer loyalty. 

4. Act as media relations manager, including preparation of press information materials and maintaining 
ongoing contact with media sources. 

5. Coordinates and prepares departmental marketing materials which include, but is not limited to, 
Facebook, Textcaster, newspaper ads, press releases, flyers, posters, brochures, pamphlets, newsletters, 
and shirts. 

6. Develops and designs the Activity Guide (2 times per year). 

7. Writes weekly departmental and staff related news articles for area media and the MPRA magazine. 

8. Writes, edits, and monitors the articles, ads, photos, and program listings for the SPR website.  Maintains 
and keeps the SPR website current in cooperation with the Executive Administrative Assistant and 
Recreation Superintendent. 

9. Maintains photographs and archives department programs and events in an accurate and professional 
manner. 

10. Secures media coverage for programs, events, and projects. 

11. Develops and coordinates a sponsorship program for SPR events and facilities.  Will also be responsible 
for establishing and building a scholarship fund. 

12. Prepare proposed annual budget for marketing and advertising, reviewing and establishing priorities 
with the Director.  Keeps records of revenue and expenditures ensuring budgeting limitations are 
followed.   

13. Prepares and implements comprehensive customer service program. 

14. Submits local, state, and national awards for the department. 

15. Coordinates signage for events, parks, and facilities. 

16. Plans, organizes, implements, and schedules special events and other activities. 

17. Plans and supervises or assists with park functions such as dedications, award banquets, and 
promotional events. 

18. Secures sponsorships for events. 



 

 

 

19. Creates invitations, programs, and publicity for departmental and board sponsored events such as park 
dedications, award banquets, etc. 

20. Maintains accurate records for all special events.  Collects, reports, and deposits fees as needed.  
Prepares attendance, financial, and other reports as needed. 

21. Keep well informed on service area, demographics, diversity, development, challenges, and community 
events.   

22. Perform other related duties as assigned. 

 
The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements does not exclude them from the position if the work is 
similar or related to the position. 
 
Minimum Qualifications: 

1. Possession of a Bachelor’s degree in Marketing, Strategic Communications, English, Journalism, Public 
Relations, or related field; or three years relevant experience. 

2. Valid Missouri driver’s license. 
3. Proficient with Microsoft Office products and word processing, spreadsheet, and graphic design programs. 

 
Necessary Knowledge, Skills, and Abilities: 

1. Knowledge of marketing and communications strategies and tactics. 
2. Ability to set up and maintain electronic communication programs, such as internet web pages, social 

media, etc. 
3. Knowledge of research methods and practices; ability to conduct research and prepare analyses and 

reports. 
4. Ability to present information to small and large groups. 
5. Organizational and time management skills. 
6. Strong verbal and written communication skills. 
7. Working knowledge of design in print and digital formats. 
8. High attention to detail. 
9. Skill in organizing work, setting priorities, meeting critical deadlines, and following up on assignments with 

a minimum of direction.  
10. Skill in operating a computer, various software programs, and standard office equipment.  

 
Guidelines:  

1. City and park department policies and procedures. 
2. Both Federal and Missouri Child Labor laws. 
3. Guidelines require judgment, selection, and interpretation in application. 

 
Complexity:  
The position may be required to work some nights and weekends with little or no notice during peak seasons and 
special events.  Subject to work through normal lunch hours.  Must have home or cell phone in employee’s name 
and reliable transportation.  Also, dealing with the public, youth workers, and volunteers contributes to the 
complexity of the work.  
 
Principal Working Relationships: 

1. Co-workers, other city employees, general public. 
2. Members of civic and community groups. 

 
Purpose of Contacts: 
Contacts are typically to give or exchange information, provide services, resolve problems, motivate or influence 
persons, and clarify, justify, defend, negotiate, or settle matters.  
 



 

 

 

Supervisory and Management Responsibility: This position has direct supervision over specific part-time and 
seasonal personnel. 
 
Physical Demands: The physical demands described here are representative of those that must be met by an 
employee to perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
The work is typically performed while sitting at a desk or table with intermittent standing or stooping.  Some 
reaching and bending may be required.  The employee occasionally lifts light and heavy objects, and may be 
required to distinguish between shades of color.   
 
Work Environment: 
The work is mostly sedentary and is typically performed in an office and outdoors.  The employee may be exposed 
to noise, dirt, machinery with moving parts, cold and heat, and inclement weather.  Work may involve prolonged 
use of the telephone and personal computer.  Evenings and weekends may be required. 
 

 

 

To Apply: 

A City of Sedalia employment application may be submitted to the Personnel Office at 200 S. Osage, Sedalia, 

MO  65301 or by email, jobs@cityofsedalia.com.  For more information, contact the Personnel Office at 660 

827-3000. 

 


