Grand County

Job Description

Title: Moab Office of Tourism Director
 



Job Code:          2700         
Division: 
Administration




Effective Date: 07/2020
Department:
Moab Office of Tourism 



Last Revised: 08/2025
GENERAL PURPOSE

Performs a variety of complex administrative, managerial, and professional duties related to planning, organizing, directing and coordinating the Moab Office of Tourism (MOT) of Grand County to promote tourism, travel, recreation, and convention activities. 
SUPERVISION RECEIVED

Works under the general direction of the Commission Administrator.
SUPERVISION EXERCISED

Provides close supervision to the Moab Office of Tourism staff and volunteers.
ESSENTIAL FUNCTIONS

Managerial and Administration: Performs various day-to-day administrative functions; prepares, negotiates and administers departmental budget; monitors and manages annual budgets for the MOT Department; ensures compliance with established budget limitations; writes and runs reports; makes policy and procedure recommendations and implements upon approval; reviews and approves accounts payable; monitors general accounting functions.

Economic Development: Prepares, maintains, updates and implements the tourism & visitation elements of the County’s General Plan. Facilitates local tourism through capacity building, expansion and retention of existing local enterprises, and administration of relevant programs. 

Identifies industry sector and occupational opportunities for tourism. Collaborates with representatives from the State, City and County, USU Moab, Moab Area Chamber of Commerce, Moab Small Business Development Center (SBDC), Southern Utah Realtors Association, Utah Guides and Outfitters, and others. 

Tracks and analyzes multiple visitation-related statistics; develops and implements programs for advertising and publicity, promotions of recreational scenic and tourism attractions and information sources, develops adverting plans, and implements educational programs and materials for the benefit of tourists and citizens. Serves as the principal staff liaison to the Moab Travel Advisory Board (MTAB).
Responds to inquiries regarding local and regional tourism data, trends, and resources, such as industrial and commercial development opportunities, economic health, and property tax. 

Keeps abreast of legislative developments which may impact tourism/visitation, policies and/or procedures and implements approved follow-up action.
Oversees the relationship between the Utah State Tax Commission and the Travel Council staff for obtaining the Transient Room Tax collection reports, validating the reports for accuracy and completeness, reporting discrepancies to the Utah State Tax Commission, and following up with the Utah State Tax Commission to ensure accuracy of information.

Grant Funding: Prepare and submits grant applications with the Utah Office of Tourism, the Utah Arts Council and others as monies become available for local tourism based projects and events; manages awarded grants to ensure compliance with grantor conditions and requirements; prepares and submits various periodic reports as required. 

Public/Departmental Relations: Participates in local and regional committees and boards; represents, the Moab Tourism Advisory Board (MTAB)l and the County with pubic, private, and government offices and staff to promote the County; serves on boards.
Creates the annual marketing plan, monitors status, and allocates appropriate proportions for administration and marketing. 

Serve as liaison for the County in efforts to promote local tourism and keep communication lines open; sits on committees throughout the County as needed. 

Works closely with local businesses facilities to help promote local tourism visitation; includes local establishments in ads and promotions; directs the creation of and oversees the distribution of the annual visitor's guide for the County; directs the creation of other publications as needed to promote the area;  develops "request for bid" documents in order to ensure that each publications is within budget; works closely with printing companies to ensure that the materials are edited, approved, and printed in a timely manner; oversees paid ad placement in magazines and newspapers promoting general tourism and events being held locally; uses desktop publishing software to create an ad or works closely with publication personnel; ensures that the ad is placed appropriately and as planned 
Staffing & Personnel Management: In conjunction with the Personnel Services Director and Commission Administrator, recruits, hires, disciplines, and dismisses department employees; assigns personnel and equipment to maintain scheduled operations; oversees the training of personnel in the operation of equipment; establishes priorities for equipment repair and purchase; and oversees record keeping of all work performed, hours worked by individual employees, time records for departmental payroll, leave records.  Manages staff member’s performance and creates opportunities for staff to improve their skills and advance in their field; and prepares staff to carry out the County’s tourism/visitation efforts, including the goals, objectives, and priorities.
MINIMUM QUALIFICATIONS
1.
Education and Experience:

A.
Graduation from college with a master’s degree in economics, sales and marketing, business administration, public administration, or a related field; 

AND

B.
Six (6) years of experience directly related to destination marketing or in equivalent field, of which two (2) years must have been in a managerial position.  
OR

C.
An equivalent combination of education and experience.

2.
Knowledge, Skills, and Abilities:

Thorough knowledge of Grand County and its tourism potential in relation to outdoor recreation, economic development and diversification principles; lodging industry; economic development and  tourism at the local, state, and national level; advertising, design, layout and copy writing; the methods and techniques of developing and operating public convention and hospitality management and sales and marketing programs; various software applications, i.e., Windows, WordPerfect, PowerPoint, Word, and  Excel, etc.; graphic design methods and practices related to advertising, design, layout and copywriting; public speaking; fiscal management and budget development; general office maintenance and practices; grantsmanship, business and technical writing; interpersonal communication skills; public relations; the policies and procedures of the county; pertinent federal, state and local laws, codes and regulations; transient room tax laws; principles of management, supervision and employee motivation.

Thorough skill in the art of diplomacy, cooperative problem solving and lobbying; use of office equipment, i.e. personal computer, phone, fax, adding machine, copy machine, scanner, digital camera, etc.; math skills, English and grammar skills; the use of audio visual equipment.

Ability to track economic indicators and how those indicators are affected by programs, events, and advertising efforts sponsored and directed by Grand County, identifying, planning, and conducting business and special interest group conferences; manage, administer and direct a large and comprehensive marketing program; analyze problems, identify solutions and project consequences of proposed actions; operate personal computer in utilizing various programs to produce or compose marketing materials, formal documents, proposals, reports and records; develop and administer departmental goals, objectives and procedures; prepare and present budget estimates; perform bookkeeping and be able to balance budgets; direct, motivate, develop, and evaluate subordinates; communicate effectively verbally and in writing; develop effective working relationships with supervisors, fellow employees, and the public; work independently and deal effectively with considerable stress caused by work load and time deadlines; identify and respond to sensitive community and organization issues; exercise initiative and independent judgment and to act resourcefully under varying conditions.

3.
Special Qualifications:

Must possess a valid driver’s license. 
4.
Work Environment:

Incumbent of the position performs in a typical office setting with appropriate climate controls. Tasks require variety of physical activities, not generally involving muscular strain, related to walking, standing, stooping, sitting, and reaching.  Moderate lifting (35 pounds) is a recurring need.  Hand-eye coordination is necessary to operate computers, audio visual equipment and various pieces of office equipment.  Mental application utilizes memory for details, listening, patience, verbal instructions, emotional stability, discriminating thinking and creative problem solving.  Frequent travel required in normal course of job performance.

*****

Disclaimer:  The above statements describe the general nature, level, and type of work performed by the incumbent(s) assigned to this classification.  They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified.  Job descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or persons.  Management reserves the right to add, delete, or modify any and/or all provisions of this description at any time as needed without notice.  This job description supersedes earlier versions.

I ______________________________________have reviewed the above job description.    Date____________________________________

 (Employee)
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