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Community Development Events and Marketing Assistant 

As part of the Community Development Department, the Community Development Events & 

Marketing Assistant will perform skilled administrative work to assist with planning and 

coordination the promotional activities and special events. An employee in this class performs 

a variety of tasks and functions to assist with day-to-day execution of events, event planning as 

well as implementation of marketing strategies. This employee is required to be on-site for 

downtown events which includes every Saturday from May – December, some additional 

nights, weekends and holidays. This position also serves as event liaison for events not 

produced by the Downtown Division/Friends of Downtown Hendersonville. This will require 

the employee being on-call and on-site for additional events throughout the year. 

This employee supports the Downtown Division staff in executing the organization’s 

communications strategy to include all forms of public and media relations, print and web 

based outreach, and social media. The position requires creativity, interpersonal skills as well 

as verbal and written communication skills. Energy, self-motivation, effective follow-through, 

and the ability to work both individually and as a team player are vital. 

Work requires a great deal of independence and may include supervising volunteers, or 

providing assistance to others. Work is performed under the general supervision of the 

Downtown Manager and is evaluated on attainment of specific performance objectives, 

personal observation, feedback from stakeholders, visitors, the general public and other 

performance criteria. 

The employee will serve as on-site support at Downtown Hendersonville events from set up 

through breakdown. The employee will assist the Downtown Events Coordinator with event 

planning and execution. Support the Downtown Events Coordinator and Downtown Manager 

with day-to-day marketing and advertising activities and long-term strategic planning, including 

but not limited to drafting social media posts, conducting live social media videos, digital and 

print advertising, poster design and distribution, radio copy, press releases, etc. Manage 

volunteer coordination for all downtown events. Assists with vendor relations and 

coordination. Provide creative input and feedback on overall processes. Assist with organizing 

and taking inventory of supplies and equipment related to events. Attends Downtown Events 
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Team meetings and any other relevant meetings to the position as a second point of contact 

and perspective. Assists Downtown staff with special projects which could include research, 

compiling data, long term planning, graphic design and other possible assignments. 

The employee should have the ability to work irregular hours including evenings, weekends 

and some holidays; ability to stand, kneel, walk or be active for extended periods of time in 

seasonable weather conditions; ability to lift up to 50lbs occasionally or 20lbs regularly during 

event set up and breakdown; ability to interact and communicate with a variety of customers, 

merchants, volunteers and stakeholders as well as the general public; at least one year of 

proven experience using social media platforms on behalf of an organization or business; 

ability to troubleshoot and problem solve as issues arise while on-site at events; must be a 

motivated people-person with the ability to field complicated and difficult questions; excellent 

verbal and written communication skills; proficiency with Microsoft Office; Graphic design 

and/or photography and video skills preferred. 

Education: Graduation from an accredited college or university with a bachelor's degree in 

Business, Marketing, Hospitality, Event Management, Communications or related field of 

study. 

Experience: Two (2) or more years of related experience in special events, marketing and 

promotions and volunteer coordination; or an equivalent combination of education and 

experience. Valid driver’s license. 

Job Type: Full Time 

Department: Community Development 

Salary Range: $33405, depending on experience and internal equity 

 
 
 
To apply: Complete a City of Hendersonville employment application. Resumes may be submitted with the       
application but not instead of application. The position is open until filled. The City of Hendersonville is an Equal  
Opportunity Employer.    
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