Main Street Farmers' Market

Market Manager Job Description


The Main Street Farmers' Market (MSFM) Market Manager is a paid, part time position with primary responsibility being the day-to-day operation of the MSFM.  This will include an on-site presence at the market during all market hours, as well as off-site work during non market hours. .  In addition, the market manager will represent the MSFM to the market's vendors, the consumers and to the community. The manager is hired and supervised by the MSFM Board of Directors, who set all market policy.  The duties of the MSFM Market Manager are:

Market Operations -- The Market Manager will ... 

· Prepare the market site:  put signs and barricades in place, remove any trash or litter from the site, place notification of market times on windshields of non market vehicles found in market area

· Allocate market space for optimum usage

· Facilitate vendor set-up as needed; resolve any problems that arise

· Ring opening bell

· Three times during the market operation, do a reasonable count of market customers and record in a comprehensive log

· Log vendor attendance, collect vendor fees, give receipts  and deposit fees in MSFM account

· Operate Market Manager's booth with information on the MSFM, educational materials, and  recipes for foods available at the market, vendor applications and e-mail signup for the market weekly news

· At end of market operations, ring a closing bell, remove market signage, remove litter and take care of other tasks necessary to return the market site to its normal operations 

Market Management -- The Market Manager will ...

· Maintain database of vendors and their contact information

· Administer MSFM Rules and Regulations and Safety requirements 

· Handle vendor and customer complaints about violations of the market's rules and regulations. Refer formal complaints to the BOD

· Recruit, assign and supervise volunteer help

· Submit monthly report to the MSFM Board of Directors, including number of vendors, number of market customers, reported vendor revenues and satisfaction, customer and vendor suggestions, complaints and their resolutions

· Participate in farm inspections and vendor application process with the BOD

· Provide other management services necessary and appropriate to assure efficient market operation while maintaining at all times, positive, non-discriminatory relations with all market vendors and customers

· Inform BOD of person designated as fill in Market Manager in case of absence

· Assist the BOD in establishing the annual budget and monitoring budget compliance

· Participate in end-of -season market evaluation and goal setting for the next season

Market Promotion -- The Market Manager will ...

· Prepare and send weekly e-mail notification of the market

· Develop and maintain MSFM website

· Help create, budget and implement a publicity plan 

· Conduct market and customer surveys

· Participate in community meetings and activities on behalf of the MSFM

· Identify projects and community activities that would be of benefit to the MSFM, such as the Chattanooga Food Bank's pick up of produce at market's close

· Coordinate special events and market programs that provide wholesome and educational activities for the community 
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