
 
 

 
FAIRGROUND EVENT DIRECTOR 

 
Posting Number: #19-117 

  
Annual Salary: $78,740.77 (Step 1) - $94,510.67 (Step 5) 

              
Application Deadline: 11:59PM Friday, April 26, 2019 

 
Required Documents: Resume, Cover Letter, Transcripts, Application 

 
https://selfservice.ingham.org/MSS/employmentopportunities/default.aspx 

 
**Name will be subject to publican if you are selected for the interview process** 

 
 
 
General Summary: 
 
Appointed by the Board of Commissioners and supervised by the Controller/Administrator, implements the general direction 
and policies of the Ingham County Fair Board.  Develops long and short term marketing plan for the Fair and its facilities. 
Makes presentations to community groups, businesses and other groups to promote utilization of the fairgrounds and event 
facilities, and gather sponsorships. Advertises and sells off-season rental of facilities. Plans, organizes, promotes and directs 
all phases of the Ingham County Fair. Develops relationships with businesses, community leaders and other members of the 
community to sponsor fair and events. Develops long and short term plans for the fair and its facilities. Negotiates contracts 
with vendors for services, works with Purchasing Department and Facilities to write RFPs for services and capital 
improvement projects. Recommends policies to the Ingham County Fair Board. Serves as liaison to the Ingham County 
Board of Commissioners and other agencies.  The Fairgrounds Events Director supervises and trains clerical, maintenance, 
technical, administrative, and trades personnel on a full and part-time seasonal basis.   
 
Essential Functions: 
 
1. Advertises, sells, contracts and monitors off-season rental of facilities. 
 
2.  Develops relationships with the Ingham County Fair Board and Ingham County Board of 
     Commissioners, works with the Boards to develop the fair and grounds. 
 
3. Develops long and short term marketing plan for the Fair and its facilities. Responsible for fundraising and obtaining 

sponsorships. 
 
4. Plans, organizes, promotes and directs all phases of the Ingham County Fair: 

a. Coordinates superintendents, clerks and judges and youth exhibits with County 4-H staff. 
 b. Develops and carries through commercial exhibitor and concession contracts and policies. 
 c. Develops and coordinates advertising policies and premium entertainment attractions. 
 
5.  Negotiates contracts with vendors for services, works with Purchasing Department and Facilities to write RFPs for 

services and capital improvement projects.  
 
6. Responsible for long-range planning for county events. 
 
7. Initiates, coordinates and supervises program development. 
 
8. Develops and oversees the administration of the budget for the fiscal year. 
 



9. Works with the Facilities Department to plan and implement the development of the capital improvement budget and 
projects for fairgrounds and facilities. 

 
10. Performs basic everyday accounting duties such as: accounts payable, accounts receivable, checks invoices, receives 

payments for rental fees and ensures account ledgers are correct.  Must follow all applicable County policies. 
 
11. Develops and promotes fair and facilities through community public relations speaking engagements. Maintains contact 

with various community and state-wide organizations. 
 
12. Supervises and coordinates activities of full-time, part-time and seasonal staff. Directs maintenance and repair programs. 
 
13. Responsible for renting, contracts, scheduling and maintenance of the Community Hall building. 
 
 
Other Functions: 
! Other duties as assigned. 
! Must adhere to departmental standards in regard to privacy issues. 
 
(The above statements are intended to describe the general nature and level of work being performed by people assigned this 
classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.)  
 
Employment Qualifications: 
 
Education:  Associates degree in marketing, events planning, management, business, public relations or related field and 
seven (7) years of experience in business, marketing or a closely related field.  Experience in Fair Management will be 
considered. 
 
OR 
 
A Bachelor’s Degree in marketing, events planning, management, business, public relations or related field and five (5) years 
of experience in business, marketing or a closely related field.  Experience in Fair Management will be considered. 
 
Other Requirements: 
!  None 

 
(The qualifications listed above are intended to represent the minimum skills and experience levels associated with 
performing the duties and responsibilities contained in this job description.  The qualifications should not be viewed as 
expressing absolute employment or promotional standards, but as general guidelines that should be considered along with 
other job-related selection or promotional criteria)              
  
 
 
Working Conditions:  
1. This position works in both an indoor and outdoor environment.  While indoors, there is no planned exposure to notable 

lights, noises, odors, temperatures or weather conditions.  While outdoors, exposure to lights, noises, odors, temperatures 
or weather conditions cannot be controlled and may be extreme.  

2. This position is exposed to variety of hazards such as traffic, moving vehicles, moving mechanical parts, electrical 
current, slippery surfaces, chemicals, cleaning solutions, oils, hazardous materials, etc. 

3. This position is exposed to air quality conditions such as fumes, odors, dusts, mists, gases, poor ventilation, etc.   
4. This position is exposed to noise levels which require shouting in order to be heard.  
5. This position is required to travel for meetings and appointments.  
6. This position works closely with domestic and wild animals with unpredictable temperaments.   

 
Physical Requirements:  
! This position requires the ability to sit, stand, walk, traverse, climb, balance, twist, bend, stoop/crouch, squat, kneel, 

crawl, lift, carry, push, pull, reach, grasp, handle, pinch, type, endure repetitive movements of the wrists, hands or 
fingers.   

! This position’s physical requirements require periodic stamina in climbing, balancing, twisting, bending, 
stooping/crouching, squatting kneeling, crawling, pushing, pulling and pinching. 



! This position’s physical requirements require regular stamina in standing, walking, traversing, lifting, carrying, reaching, 
grasping and handling. 

! This position’s physical requirements require continuous stamina in sitting, typing and enduring repetitive movements of 
the wrists, hands or fingers. 

! This position performs light work requiring the ability to exert 20 pounds or less of force in the physical requirements 
above.   

! This position primarily requires close visual acuity to perform tasks within arm’s reach such as: viewing a computer 
screen, using measurement devices, inspecting and assembling parts, etc.   

! This position requires the ability to communicate and respond to inquiries both in person and over the phone. 
! This position requires the ability to operate a PC/laptop and to enter & retrieve information from a computer. 
! This position requires the ability to handle varying and often high levels of stress. 
 
(This job requires the ability to perform the essential functions contained in this description.  These include, but are not 
limited to, the requirements listed above. Reasonable accommodations will be made for otherwise qualified applicants 
unable to fulfill one or more of these requirements.) 
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