ASHEVILLE AREA

CHAMBER OF COMMERCE

JOB TITLE:



Online Relations Manager  
REPORTS TO:


Asst. VP/Director of Marketing
DEPARTMENT:


Convention and Visitors Bureau

PAY STATUS:


Exempt

PRIMARY FUNCTION:


This position is responsible for developing strategies and executing tactics of an online media relations effort that is directly integrated with ExploreAsheville.com and its microsites as well as traditional PR and advertising initiatives.  A primary function is the development of content for use on ExploreAsheville.com and its microsites. Content will also flow into traditional PR efforts, e-newsletters, outside Web sites and other online initiatives. Additionally, this position will manage the CVB’s Pay-Per-Click program. The aim is to maximize opportunities to enhance business strategies using online-based technologies.  
JOB DESCRIPTION:

· Collaborates with other staff and external agencies to develop appropriate strategies for integrated implementation of new content and messages. 

· Researches and develops new content (written, audio, video), including appropriate links, and other resources as necessary that feeds ExploreAsheville.com and microsites, serves traditional PR initiatives and provides opportunity for additional online outreach. 

· Serves as the primary point of contact and evangelizes, promotes and drives online and social media efforts designed to generate online conversation about the destination. 
· Manage the Pay-Per-Click program, including monitoring and purchasing keywords as well as copywriting the ads. 

· Target relevant sites for cross-linking and possible Asheville participation. 
· Maintains relationship with community bloggers.

· Looks for opportunities to post to blogs or serve as a regular content contributor. 

· Actively pursues online public relations opportunities in tandem with the PR manager. 

· Actively pursues a links program with industry partners and other potential sites. 
· Creating, editing and monitoring user-generated content about Asheville where appropriate (such as Wikipedia, Expedia and other community sites). 

· Work with each CVB department on a regular basis to assess social Web needs. 
· Develop a set of online media standards and tracking methods to provide ROI measurement. 

· Other duties as assigned. 

EDUCATION AND EXPERIENCE:
A Bachelor's Degree in Journalism, Communications, Marketing, Interactive Media, or equivalent, basic HTML skills and a minimum of one year experience in Web communications or blogging. 
JOB KNOWLEDGE:

Requires strong writing skills, basic HTML, and experience with popular blogging tools and publishing software. Solid understanding of online tools, including Technorati, social bookmarking, forums, blogs, podcasts, twitter, and the language and jargon that is used in the community. Position requires well-organized, self-motivated, good communicator comfortable in a fast-paced environment.  At least one year would be required to become proficient in this job. 

COMPLEXITY OF DUTIES:

Performs some routine tasks, however, work is also very project driven. Must be able to organize and prioritize a challenging workload, flexibility and speed of execution to capitalize on opportunities quickly. Computer skills and utilization of technology is required.  Ability to use spreadsheets, analyze data and provide understandable reports is also a necessity.   
SUPERVISION RECEIVED:

Works in the Marketing/PR area of the CVB and works in a team environment.  . Must have a collaborative style working with a team in order to achieve shared objectives. 
RESPONSIBILITY FOR ACCURACY:

Accuracy is highly critical with all aspects of work performed by the public relations department. Attention to detail is imperative. The position serves as Asheville’s online voice in blogs, posts and comments and therefore, needs to adhere to a certain online public decorum. Proof-reading is an essential part of the job. Most errors could be detected through proofing procedures.  Undetected errors could range in severity from slight to far reaching.      

CONTACT WITH OTHERS:

Ongoing contact within the online world requires professionalism and tact.  Additional contacts include CVB and Chamber staff, BCTDA and its agencies of record.  
CONFIDENTIAL DATA:

Has access to marketing and sales information, database files, financial statements, Web statistics and other Chamber-related information, all of which is considered confidential.

MENTAL/PHYSICAL/VISUAL EFFORT:

The degree of concentration ranges from slight to intense based on the work being performed.  Position is subject to frequent interruptions which require varied responses.  While performing duties of this job, employee is routinely required to be mobile, sit, reach with hands and arms, talk and hear. Requires visual acuity, manual dexterity and good eye/hand/foot coordination.  

ENVIRONMENT:

Works in a normal office environment.  

