
Program/Facility Coordinator (Farmers 
Market/Community Gardens) 
Department: Parks and Recreation 

Job Status: Full-Time 

Shift: 8:00 AM - 5:00 PM 

Days: Mon., Tue., Wed., Thu., Fri., Sat. 

Details: 
Posted on Tuesday, January 5, 2021 and closes on Tuesday, February 2, 2021 at 

5:00pm 

 

Job Description 

Manages all aspects of the BCFM and CGP, including staff. Coordinates use of resources such as facilities, supplies, transportation, equipment, and staffing. Promotes 

the BCFM and CGP by assisting with developing and executing marketing strategies, including preparing and distributing marketing materials. Develops and maintains 

positive relationships with the general public, BCFM vendors, informational groups, entertainers, and regulatory agencies. Receives and investigates public and vendor 

complaints pertaining to the BCFM and initiates appropriate action to resolve valid complaints. Serves as on-site supervisor or instructor for the BCFM and other 

various special events, programs, and classes, as needed. Maintains records and prepares and submits activity and evaluation reports. Maintains budget records and 

financial reports, submits purchase requisitions, submits and authorizes payroll, and assists with annual budget preparation. Administers first aid and CPR at the 

Farmers' Market and Community Gardens, when necessary. Takes all reasonable steps to maintain a safe work environment. 

 
 

Knowledge, Skills and Abilities 

EDUCATION/EXPERIENCE - Bachelor’s degree in recreation administration, agriculture, event planning, or equivalent knowledge, skills, and experience in a 

related field is required. Supervisory experience preferred. Two years related experience required. Experience working at a farmers' market and/or working in a garden 

or farm, preferred. 

TRAINING/SKILLS - Working knowledge of the design, planning, and implementation of special events. Working knowledge of various computer programs, 

including Microsoft Office and Google Suite. Ability to communicate effectively both orally and in writing. 

OTHER REQUIREMENTS - Ability to obtain certification for administering American Red Cross First Aid & CPR. Position requires a flexible work schedule 

including weekends and evening hours. Ability to legally operate a motor vehicle. 

 
 

Additional Information 
Salary: $39,128.86 - $47,430 

Hours: 8:00am - 5:00pm, Monday - Friday and some Saturdays; other times as necessary 

Disclaimer 

ANYONE WISHING TO APPLY FOR THIS POSITION WHO DOES NOT HAVE ACCESS TO A 
COMPUTER MAY APPLY AT CITY HALL, HUMAN RESOURCES DEPARTMENT (401 N MORTON 
STREET, SUITE 230).  
 
 
AN EQUAL OPPORTUNITY EMPLOYER 
La Igualdad De Oportunidades De Empleo Es La Ley. 
 
The City of Bloomington does not discriminate on the basis of race, color, sex, ancestry, sexual 
orientation, gender identity, national origin, citizenship status, religion, age, veteran status, housing status 



or disability in employment or the provision of services. 
 
The City of Bloomington validates authorization to work using eVerify. The City will provide the Social 
Security Administration and, if necessary, the Department of Homeland Security, with information from 
each new employee’s I-9 form to confirm work authorization 

 


