Grand County

Job Description

Title: Assistant Marketing Director (Website Management / Graphic Design)     Job Code: 2715           
Division: 
Administration




        Effective Date: 6/2024
Department:
 Moab Office of Tourism



        Last Revised:  08/2025
GENERAL PURPOSE

Performs a variety of technical and creative duties related to designing, updating, and managing the Moab Office of Tourism including the Moab Travel Advisory Board (MTAB) websites and social media. 
SUPERVISION RECEIVED

Works under the direct supervision of the Moab Office of Tourism (MOT) Director.
SUPERVISION EXERCISED

NONE.
ESSENTIAL FUNCTIONS

Marketing: Work with Moab Office of Tourism (MOT) Director, Assistant Marketing Director, and contracted advertising agency to create, manage and implement a comprehensive marketing plan that strategically increases quality visitation and supports Grand County’s local tourism economy while promoting responsible recreation and minimizing undesired community and environmental impact from rapid visitation growth. Coordinate the development of marketing initiatives, advertising, cooperative advertising, website and collateral materials, including SEO/ SEM, email marketing and social media advertising.   
Stay current with and analyze market trends to continuously refine marketing efforts, recommend new tools and strategies to enhance online presence and content creation.  
Understand the completive world of tourism and develop and create strategies to compete on a global level. 

Ensure all digital content is optimized for search engines and align with best practices for user experience. 
Design and update as needed the brochure inventory and responsible for working with office staff to maintain an accurate brochure inventory; mail and delivers brochures; contacts appropriate state, regional or federal agencies to replenish supplies; monitors brochure racks in motels, restaurants, etc., and provides contact information; prepares reports documenting program activities and accomplishments. Notifies Director of status orders brochures and records them when received.
Collaborate with stakeholders to develop co- marketing programs and strategies. 

Website Management: 
Define project scope, goals and deliverables that support department and organizational goals. Lead website redesigns and development projects from inception to completion, ensuring they meet objectives, timelines and budget requirements. Create detailed project plans and schedules to communicate progress to relevant stakeholders. 
Monitors website performance and results identifying and evaluating improvement options introducing new technology and maintaining links. Tracks KPIs such as, but not limited to unique visitors, click rates, and page performance. Provides monthly backup of online content.
Ensure compliance with web standards, accessibility guidelines and best practices. 
Submits and monitors website performances, track, responds and routes incoming e-mails and other communiqués from potential visitors to inform website offerings ; Designs, updates, and manages all websites; researches and creates new web content related to Grand County area activities and events using web content management software such as Wordpress and directly editing website HTML/CSS code directly as necessary; coordinates with public land agencies to verify that content meets current guidelines for minimum impact and promotes the Moab area environment on Internet search engines. Provides detailed monthly analysis of website performance and statistics; advises Moab Office of Tourism on how to utilize the latest internet trends and technology in the promotion of Moab. 
Compiles results and creates detailed reports gauging the effectiveness of advertising campaigns.
Develop and implement strategies to generate business leads through the website and digital channels. Create and manage lead generation programs. Analyze lead generation data to assess the effective ness of campaigns and identify opportunities for improvement.  
Graphic Design and Content Creation 
Develop and maintain a consistent brand identity across all design projects and marketing materials. 

Produce multimedia content including videos and animations, to support marketing and social media campaigns. 

Creates and edits graphics for online marketing campaigns; produces concepts, layouts, illustrations, final art; designs, layouts, and submits advertisements for publication based on submission guidelines and specifications including color management requirements. 
Creates custom graphics, printed materials for flyers, posters, and other artwork for tradeshow displays, signage, and promotional items. Designs out-of-home advertisements including billboards, vehicle wraps, and in-market locator boards.
Computer and Equipment Services: Coordinates projects with outside agencies, art services, and printers. Advises the MOT Director on new technologies available to update and streamline office operations. Collaborates and communicates with the County IT personnel regarding computer hardware and software updates and additions. 
Moab Office of Tourism General Needs: Support the Moab Office of Tourism to accomplish ad hoc tasks in line with the skill set of this position as needed. 

Complete other duties as assigned. 

MINIMUM QUALIFICATIONS
1. Education and Experience:

A. Bachelor’s Degree in graphic design, web-based design, UX/UI design, or other integrated design field;




               AND
B. Two (2) years of related duties; 




               OR
C. An equivalent combination of education and experience. 

2.
Knowledge, Skills, and Abilities:

Thorough knowledge of current computer languages, graphic designs, and programs; database administration, SEO principles; current internet standards including the latest browser specifications, web graphics, and programs; Moab visitor attractions, services, and events, including the area surrounding Moab and Utah. Some knowledge of internet domain management and general office practices.
Considerable skills in website management tools and utilities, proficiency in Adobe Creative Suite, communication, both verbal and in writing and office equipment. 
Ability to be maintain cooperative relationships with others; prioritize and manages work schedules; manage several tasks simultaneously, and learn new technologies and software tools relevant to web site development.
3. Special Qualifications:

Must possess a current Utah 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, such as walking, standing, stooping, sitting and reaching. Talking, hearing and seeing essential to the performance of essential functions. Common eye, hand, finger, leg and foot dexterity also utilized in performance of daily tasks.  Occasional exposure to changing environmental conditions due to local automobile travel. Mental application utilizes memory for details, emotional stability, discriminating thinking and creative problem solving.

*****

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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