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HALIFAX AREA ADVERTISING AUTHORITY
POSITION DESCRIPTION

Job Title:  
Executive Director
Department:  
Administration

Reports to:  
Halifax Area Advertising Authority Board of Directors

Status:  

Exempt

Date:  

March 2016
Position Summary: 


Plan, organize and supervise all activities of the Halifax Area Advertising Authority dba the Daytona Beach Area Convention and Visitors Bureau (CVB).  Communicate regularly with the members of the authority to keep them informed on all aspects of the operations. Work with established committees and staff to develop and implement the annual marketing plan.  
Essential Functions:
· Develop an aggressive and effective annual plan working in conjunction with departments of the HAAA, committees, the outside advertising agency and research firm, and other external contractors.

· Provide direction for all areas of the HAAA in establishing a program of work consistent with the structure of the organization.
· Develop and update a strategic for destination marketing and branding.
· Establish long range plan and measurable goals for the organization as a whole and for each department on an individual basis.

· Develop and monitor annual budgets for the HAAA.  Monitor all accounting functions and interface regularly with the County of Volusia’s finance and budget departments.

· Maintain effective communication within the community in order to showcase the role of tourism in the local economy.

· Communicate with members of the Halifax Area Advertising Authority, local elected officials and key opinion leaders on a regular basis to keep them apprised of HAAA activities and industry related issues.

· Participate in appropriate industry and civic organizations.

· Participate in and provide appropriate educational opportunities for staff in order to optimize performance.
Knowledge, Skills, and Abilities:

· Bachelor's degree in marketing, advertising, communications, public administration and/or related field.
· Computer proficiency.

· Follow HAAA policies and procedures established by the HAAA and approved by the county of Volusia.
· Ability to work effectively with an 11 member board providing direction and oversight which is tasked with. 
· Ability to handle multiple projects, meet deadlines using time efficiently, set goals and objectives, specify the strategies and plan for additional resources, as necessary, to achieve them.

· Ability to meet and increase productivity standards.
· Attention to detail and thoroughness in completing tasks; must be proficient in improving and promoting quality.
· Strong planning and organizational skills.
· Must possess strong communication skills.
· Objectivity and openness to others' views – possess a flexible attitude towards change.

· Ability to synthesize complex or diverse information, and use intuition and experience to complement data.
· Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.

· Develop and maintain constructive and cooperative working relationships - consistently display a good-natured, cooperative attitude and to maintain composure even in very difficult situations.

· Ability to keep up-to-date technically and apply new knowledge to the position; continuously build knowledge and skills.
· Identify and resolve problems in a timely manner, to gather and analyze information skillfully, and develop alternative solutions with both clients and staff.
· Must maintain a professional business image.
Environmental Conditions:

· Indoors in typical office environment with little exposure to excessive noise, dust, fumes, vibrations, and temperature changes approximately seventy-five percent (75%) of the time.

· Outdoors with exposure to noise, heat, and cold approximately twenty-five (25%) of the time.

· County, regional and national travel required.

· Weekends and evening hours required.

· Frequent computer use at workstation up to two hours at a time.  

· Frequently work at fast pace with unscheduled interruptions.

· Will move (walk or drive) from one work location to another. 

Physical Demands:

· Mobility within the office. 

· Ability to work in hot and cold environments.

· Ability to walk, sit, stand and climb stairs.

· Ability to lift up to 25 pounds.

· Ability to drive own vehicle as required to perform essential job functions.

· Ability to travel out of town, including weekends.

Compensation: 

· Salary is commensurate with experience.
· Full benefit package negotiable.
Changes:  This job description will be updated if duties and responsibilities change significantly.  Job functions are subject to modification based on business necessity.

PAGE  

