Vienna Better Hometown Director

Keep Vienna Beautiful Director

Job Description

Position:  Part-Time, 20 hours per week

Reports To:  Reports directly to the Community Development Director for the City of 

          Vienna. In the absence of the Director will report to the City Administrator.

Vienna Better Hometown (VBH) Director

1. Directs VBH program utilizing committees of community volunteers.
2. Assist committees with development and implementation of a work plan based on the Main Street Program approach.

3. Holds regularly scheduled committee meetings. Recruits volunteers as needed.
4. Manages all administrative aspects of the VBH Program such as record keeping and report preparation as required by the state Main Street program.

5. Keeps the program highly visible in the community by utilizing the press, web pages, and social media.

6. Serves as special events coordinator and participates in fundraising activities. 

Keep Vienna Beautiful (KVB) Director
1. Directs KVB program utilizing community volunteers.
2. Holds regularly scheduled committee meetings. Recruits volunteers as needed.
3. Assist with development and implementation of a work plan 

4. Manages all administrative aspects of the KVB Program such as record keeping and report preparation as required.

5. Keeps the program highly visible in the community by utilizing the press, web pages, and social media.

6. Serves as special events coordinator and participates in fundraising activities. 
Other Duties
1. Search for grant funding for various programs and projects of VBH & KVB

2. Produce a bi-monthly City of Vienna newsletter 

3. Provide a monthly written report to the Community Development Director and City Council

4. Attend workshops, seminars or conferences as appropriate
Education and Skills Required

The Director should have education and/or experience in one or more of the following areas:  historic preservation, design, public relations, marketing, planning, public administration, volunteer or nonprofit administration.  

The director must be entrepreneurial, energetic, imaginative, and well organized. Must be able to produce results in a timely manner and work well with the public. Must possess excellent verbal and written communication skills and be proficient with PowerPoint, Excel, Publisher, and Word.
