PLACER COUNTY FAIR EXECUTIVE OFFICER
Definition

Plans, organizes, coordinates and administers ttiivities of the Placer County Fair, and the All
American Speedway; Works with the Board of Dirextorthe development of goals, objectives and
policies intended to meet the needs of the comynand advance the efficient operation of the Faid a
implements the directives of the Board; and t@ther work as required.

Supervision

The Executive Director is directly accountablelie Board of Directors of the Placer County Fair d@ad
charged with implementing the goals, objectives poltties of the Board. Day-to-day policy issued an
administrative problems that need Board input aediion are referred to the Executive Board for
guidance, but significant policy or administratimsues are placed before the full Board of Direstimr
direction. The Executive Director manages the dagldy operations of the Fair, supervises staff,
manages the budget and fiscal activities, and kéep8oard up to date on developing issues, and/or
progress on Board directives and goals.

Essential Functions of Executive Director

«  Works with the Placer County Fair Board of Diredp#H and FFA leaders, superintendents
and other user groups in planning and supervishgRlacer County Fair's All American
Speedway, and other special events and promoti@isontribute to the Fair's activities and
goals set by the Board; Participates in establighémd monitoring the budgets, goals and
objectives for the operation of the County Fair.

« Prepares the Board Agenda in conjunction with tikedative Committee of the Board, attends
Board meetings and helps facilitates Board Comutia accomplishing committee
tasks; Attends Committee meetings as requiredsingt a member of any committee and does
not possess voting rights;

« Responsible for all logistics associated with tlwu@ty Fair, including planning, layout,
scheduling and coordinating events, and negotiatiith food vendors and entertainment groups
in accordance with Bard policies;

« Prepares and present annual budget to the Exec@oramittee, and the Board of Directors;
Review fiscal expenditures, documents all finartca@lsactions and maintains an accounting
system that meets the requirements of County kaliters,

« As authorized by the Board of Directors expenddgduas appropriate, maintaining fiscal
accountability.

« Seek non-traditional revenue sources such as domatind grants.

« Personally, or through others, make presentati@na wide variety of civic or other groups to
promote the County Fair, and presents a favoralle positive image of the Fair; Promotes and
encourages participation of groups and others terad the Fair.

« Promotes, and advocates the Fair and All AmericaeeSlway through a variety of media;
Establishes and coordinates media coverage foeahts effectively representing the Fair within
the community.

« Maintain a liaison with a wide variety of civictgj county and state agencies, groups and
officials;

» Fields all complaints and any special problemsval# to the County Fair and reports them to
the Board; Acts as the official spokesperson ferBloard in times of problems and issues;

« Prepares reports and submit them to the Board @chiive Committee;



Knowledge, Skills and Abilities

« Good knowledge of all the aspects of managing thigities of a County Fair including
budgeting, media use, agricultural activities, aupervision of multiple vendors and their
contract;

- Knowledge of practices and principals of researghpfanning issues, evaluating alternatives,
making sound recommendations, and preparing ansgmting effective staff reports; principles
and practices of effective supervision;

« Knowledge of and ability to develop and maintdiicent and effective office and accounting
practices and procedures;

- Ability to make decisions in accordance with gehprdicy statements, usually relying on
precedent established; Ability to independentlyiate action as needed;

» Ability to recognize exceptions to general prinegohnd to know when to seek out higher-level
decisions;

« Ability to analyze and make recommendations on mdtnative, management and procedural
practices; write logical, comprehensive, concisgaigs and correspondence; prepare effective
presentations of conclusions and recommendations;

- Establish and maintain effective and cooperativeking relationships at all levels of the Fair
and with governmental agencies and the generaligubl

- Ability to hire, train, evaluate, and direct the tkaf other employees;

« Knowledge of computer functions and operationsatitity to use WORD, Excel, or equivalent
programs necessary to manage the activities oFtie

« Ability to maintain confidentiality and use disdogt in communication of the Fair's personnel,
and potential liability information;

« Ability to compile, analyze, records and assembka @nd information in a meaningful and
effective manner for consideration by the Boar®ioéctors.

« Ability to communicate effectively both orally andwriting.

- Ability to maintain and establish working relatidmgs with staff, directors and volunteers;

«  Ability to multi-task and meet multiple demands;

» Ability to reach out to businesses and industrgeoure funding, including grants and other
sources of funding.

Experience/Education

Any combination of experience and training that lddikely provide the required knowledge and
abilities is qualifying. A typical way to obtainefknowledge and abilities would be:

Graduation from a four-year college or universititwmajor coursework in Business Management or
related field and five years of community fair telhexperience which included supervision of staff,
and/or an equivalent combination of education axpegience sufficient to successfully perform the
essential duties of the job as listed above.



