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Job Title: Event Coordinator
Organization: The Roane Alliance
Location: Roane County, TN
Reports To: President & CEO
Position Summary:
The Roane Alliance is seeking a creative and organized Event Coordinator to bring new and exciting events to the Roane Alliance and community while maintaining staple events. This role is responsible for all general correspondence, advertising, scheduling, event planning, and activities related to the Event Coordinator's normal duties.
Essential Duties & Responsibilities:
· Assists in developing new events & maintains, organizes & coordinates existing events from concept to completion, ensuring they operate smoothly, efficiently & generate maximum revenue and exposure. Events include but are not limited to: Taste of the Holidays, National Night Out, Legislative Breakfast, Meet the Candidates, etc.
· Manage all aspects of event volunteer committees and volunteer coordination, including, but not limited to, staffing, recruitment, supervision, training, and acknowledgment.
· Supervise and coordinate with event contractors.
· Assists with aspects of ChamberMaster, including but not limited to member details, communications, website, and events
· Provide content for the weekly newsletter and monthly Roane Alliance Recap
· Maintain organization systems for detailed event planning
· Attend and represent the Roane Alliance at any meetings the President/CEO deems appropriate to the Event Coordinator position 
· Lead in all aspects of Chamber-sponsored events, including ribbon cuttings, surprise patrols, new member luncheons, and business of the month presentations.
· As time permits and as needed, spend time in the field visiting existing Chamber members and soliciting new members
· Additional duties as assigned
Qualifications:
The position requires a minimum 40-hour work week, with occasional early-morning, evening, and weekend hours. The applicant must be a self-starter with a strong grasp of their time commitment and priorities to get tasks done. There are events throughout the year that require additional hours as needed, including weekends and evenings.
To perform this position successfully, an individual must be able to accomplish each essential duty/responsibility satisfactorily. The requirements listed below are representative of the knowledge, skills, and/or abilities required. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions. 

Education & Experience:
· Minimum requirement is a high school diploma /GED.
· 1-3 years of experience in marketing, social media management, or communications.
Preferred Experience:
· 1- 3 years of hands-on experience.
Benefits & Work Environment:
· Competitive salary based on experience and benefits package.
· Opportunities for professional development and networking.
· Collaborative and mission-driven work environment.
· Passion for community engagement and economic development in Roane County.
Knowledge, Skills, and Abilities Needed:
· Knowledge of and facility with computers is a must, including Microsoft Office, social media, Canva, and website postings.
· Willingness to work flexible hours during conferences, meetings, special events, and board activities.
· Strong interpersonal skills that include verbal and written communication skills
· Ability to foster a cooperative work environment and resolve conflict effectively
· Excellent organizational and coordinating skills
· Ability to analyze and solve problems
· Creativity, collaboration, and vision
· Proven ability to respect and keep confidential information
· Excellent grammar and spelling capabilities
· Strong sense of ownership and initiative, with the ability and flexibility to work both independently and within a team environment
· Courteous, comfortable telephone and face-to-face interaction abilities
· Attention to detail, and concern about completing tasks with efficiency, accuracy, and excellence.
· Mature, professional demeanor
· Ability to work independently on several projects concurrently
If you’re a creative and driven professional who wants to make a meaningful impact in Roane County, we’d love to hear from you!
To Apply: Send your resume, cover letter, and samples of your work (social media posts, design materials, or writing samples) to jsnow@roanealliance.org and dcarlock@roanealliance.org with Event Coordinator Resume in the subject line, or hand deliver to:
The Roane Alliance
1209 N. Kentucky Street
Kingston, TN 37763
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