Visit McHenry County (VMC)
Job Description
Job Title:
Reports To:
Job Summary:

Tourism Office Manager
Executive Director
Part-Time Tourism Office Manager is responsible for providing tourism support, receptionist,
clerical and financial bookkeeping duties for the bureau and the staff.

Principal Duties and Responsibilities





















Greet visitors at the visitor center and aid in finding brochures, answering questions and giving accurate directions.
Answer phone inquiries from visitors or potential visitors while fulfilling visitor needs or transferring caller to
appropriate staff member.
Oversight of the visitor center/reception area including cleanliness and appearance.
Maintain brochure racks and promotional brochure/material storage and inventory.
Manage visitor guide distribution/tracking to statewide locations, tollway oases, local partners and mail fulfillment.
Track all visitor data and other contact information data in IDSS (Internet Destination Sales System) and prepare
accurate reports. Ensure all business listings are up to date in EDSS.
Assist in maintaining web updates for www.visitmchenrycounty.com, www.enjoyillinois.com and other related
websites (no HTML experience required.)
Coordinate online calendar of events to serve as a portal of information and encourage community and visitor
usage.
Assist with constant contact database management.
Assist in executing an electronic newsletter as needed for targeted markets.
Create and Maintain database of media contacts.
Assist with social media updates including Facebook, Twitter, Instagram and other platforms that may develop.
Develop, maintain and coordinate volunteer program for staffing the visitor center during all open hours of
operation.
Maintain and order office supplies and equipment.
Maintain phone system and voice mail system.
Provide administrative support for the Executive Director and Sales & Marketing Manager on bureau projects to
include: Scheduling, Correspondence, Database Management, Master Filing and other projects as they arise to
support the implementation of VMC goals.
Assist in developing and maintaining a positive image of VMC in the eyes of all individuals, partners, stakeholders
and organizations in McHenry County.
Assist with events as needed.
Attend staff meetings as requested.
Perform other duties as assigned.

Financial
 Assist VMC staff with budget development.
 Manage employee IRA account transfers.
 Bookkeeping responsibilities including: writing checks, balancing bank accounts, invoicing and depositing income.
 Generate financial reports and Local Tourism and Convention Bureau (LTCB) Grant reports.
 Oversee annual financial audit as well as state grant audits.
 Assist Executive Director with all aspects of the Local Tourism and Convention Bureau (LTCB) Grant Program
including the annual recertification application, grant application, quarterly reports and ensuring all requirements
are met.
 Provide up-to-date financial information and reports for the Board of Directors on a monthly, quarterly and annual
basis.
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Requirements:
 Minimum 2 years college education and/or related experience
 Proficient use of computers including: Word, Excel, and Power Point. Quick Books experience preferred but not
required.
 Proficient use of social media platforms including: Facebook, Twitter, Instagram and others that may be
developed.
 Excellent organizational, interactive and oral communication skills.
 Excellent writing skills – strong command of grammar usage and vocabulary.
 Ability to type 40 wpm.
 High attention to detail.
 Strong professional appearance and demeanor.
 Ability to work well with others and handle frequent interruptions while performing multiple projects simultaneously.
 Possess a valid driver’s license.
Physical Requirements:
 Ability to lift and carry up to 40 lbs.
 Ability to sit, stand, walk, climb or balance, stoop, kneel, crouch and reach with hands and arms
 Vision abilities required by this job include color vision and ability to adjust focus and to sustain prolonged visual
concentration as well as hand-eye coordination in order to operate computers and office equipment.
 Ability to read and understand and ability to express ideas clearly, both orally and in writing.
 Ability to operate a variety of office equipment including telephone, fax machine, calculator, photocopier and
keyboard and computer terminal with the software and programs necessary to perform the work of the
organization.
 Ability to work independently with minimal supervision and to be accountable for productive use and organization
of time spent.
 Ability to accurately and thoroughly carry out functions requiring attention to details and organizational skills for
filing and record keeping both physical and electronic.
Scheduling:
The normal schedule of hours will be approximately 20 hours per week. Schedule could include occasional weekends,
evenings and overnight travel. This schedule is subject to change with demands.
FLSA Job Status: Non-exempt/Part Time
Application: Submit resume to Executive Director by January 31, 2017. jaki@visitmchenrycounty.com
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