
Platteville Regional Chamber (2023) 
 
Job Title: Tourism & Marketing Coordinator 
Reports To: Platteville Regional Chamber Executive Director 
Status & Salary: Part Time 

Summary of Role: The Tourism and Marketing Coordinator performs a wide range of duties focusing on 
promotion of the Platteville Regional Chamber and its events, Wisconsin Welcome Center-Platteville and 
tourism in Southwest Wisconsin through social media, digital and print campaigns. The Tourism & Marketing 
Coordinator will assist the Executive Director in developing marketing strategies for the Chamber and the 
tourism entity as well as coordinate events related to the tourism entity. This position will serve as a resource 
for Chamber Members regarding social media and marketing.  
 
Responsibilities and Duties: 

 Provide the overall strategic direction for the Chamber’s website. Coordinate updating as necessary 
and managing content and design elements for accuracy, clarity and consistency. 

 Create and/or maintain social media platforms for Platteville Regional Chamber, Wisconsin Welcome 
Center-Platteville and Katie’s Garden. 

 Coordinate production and maintenance of the Chamber and Welcome Center electronic marketing 
and information pieces.  

 Regularly update the Platteville Regional Chamber pages on the Travel Wisconsin website. 

 Maintain the Chamber’s Calendar of Events across all platforms both digital and print. 

 Coordinate the production of the Chamber’s printed publications including the Platteville Community 
guide, press releases, attraction brochures and event posters and flyers.  

 Welcome and greet visitors and be a key influencer in encouraging them to extend their stay within 
Wisconsin and the Platteville area.  

 Maintain a well-informed, working knowledge of the state and regional destinations, events and 
attractions. This includes reading maps and giving directions. 

 Maintain an accurate count of visitors who enter the Welcome Center and complete the required 
Wisconsin Welcome Center monthly reports. 

 Continue to monitor social media, tourism trends and new attractions to the area to determine any 
new brochures that should be on display. 

 Assist with planning and execution of events hosted by the Chamber and tourism entity. This may 
include delivering and hanging posters around the community. 

 Assist with administrative responsibilities of committee meetings as needed. 

 Oversee or assist with the duties of ordering and tracking brochure inventory. 

 Other duties and responsibilities as assigned by the Executive Director. 
 
Desired Background, Skills and Abilities: 

 Must be self-motivated with a positive attitude 

 Team player with the ability to collaborate with other staff and board members. 

 Creative and can think outside the box to try new ideas 

 Comfortable dealing with a broad spectrum of industries and people 

 Proficiency in utilizing social media in a professional setting. 

 Excellent writing and editing skills 

 Professional telephone skills and strong customer service orientation 

 Experience with Zoom, Microsoft Office Word, Excel, PowerPoint, Adobe InDesign or Photoshop (Video 
creation/editing programs are a plus) 



 Ability to manage overlapping projects, tight deadlines and changing priorities simultaneously 

 Ability to self-manage priorities, work flow and time 

 Ability to work in a team environment 

 Ability to maintain a flexible work schedule, with some evening/weekend work required for special 
events 

 Access to reliable transportation 
 
Physical Requirements:  
• Able to stand and walk for extended period of time and handle stairs throughout the day 
• Able to carry at least 30 pounds  
• Able to sit at a desk comfortable while working on a computer for an extended period of time  
 


