PUBLIC INFORMATION AND EDUCATION OFFICER 

INSTITUTIONAL FOOD MARKET (IFM) COORDINATOR
DEFINITION

This part-time project position will work thirty (30) hours per week for one year, depending on available funding, project assignments, and workloads, through March 2012.  This position will be supervised by the Director of the Dane County Planning and Development Department, but will be under the day-to-day direction and guidance of the Senior Economic Development Specialist in the Planning Division.  Support and advance the objectives of the IFM; coordinate, plan and implement buyer outreach, cultivation, and marketing, in concert with Dane County, UW Extension; provide technical assistance to new and existing buyers who have interest in sourcing locally or expanding; help develop and market local food programs and promote Dane County and regional producers’ products and perform other duties as required.

EXAMPLES OF DUTIES

Identify new market opportunities for Dane County and regional producers and value added producers; facilitate the exchange of information between producers and procurers in order to increase local sourcing of Dane County and regional agricultural products in institutional markets and provide support related to these goals; work independently to conduct research, marketing and outreach; identify new and existing buyers interested in purchasing large volumes of agricultural products in an effort to increase local sourcing; develop and draft content for the IFM website and IFM News; conduct outreach and promote related education; organize buyer network meetings, including IFM’s annual meeting and field trips; develop marketing materials and perform other writing, research and outreach tasks related to the mission of IFM. 

EMPLOYMENT STANDARDS

Education and Experience: 

A combination of training and experience equivalent to a Bachelor’s degree in marketing, business, urban/regional planning, public administration, agricultural studies, or a closely related field with one to three years of related professional work experience.

Knowledge, Skills and Abilities: 

Knowledge of the theories, practices and policies pertaining to basic agricultural economics, agricultural systems, business development, and organizational development; knowledge of municipal finance, small business finance, program development, budgeting, and grant writing; knowledge of meeting facilitation, public participation, strategic planning and government structure and administrative processes; possession of effective oral and written communication skills; ability to communicate and work well with others in a positive, constructive and professional manner; ability to research issues, define problems, develop recommendations, prepare reports and implement solutions; and ability to balance projects and establish priorities. 

SPECIAL REQUIREMENTS  Must be eligible for or possess a valid Wisconsin driver’s license to travel to site visits and meetings.
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