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CITY OF CARLSBAD 
CLASS SPECIFICATION 

 
 
JOB TITLE:  PROGRAMS AND VENUES COORDINATOR 

 
DEPARTMENT:  VARIOUS 
 
BASIC FUNCTION:  
 
Under general direction, to perform professional technical, and administrative work involved in 
planning, coordinating, promoting, implementing and delivering community programs, exhibits, 
events and services; and manage venues, facilities, art gallery or visual arts and performance 
spaces.   
 
DISTINGUISHING CHARACTERISTICS:  
 
Incumbents assigned to this classification are experienced professionals responsible for both 
programs and facility operation.  Incumbents develop, interpret and implement city and 
department policies and procedures related to the assigned program/facility.  Under minimal 
supervision, they are expected to perform their duties independently with only occasional 
instruction and assistance as new or unusual situations arise.   
 
KEY RESPONSIBILITIES:  
 
Plan, research, organize, coordinate and deliver a variety of programs, events, services or 
exhibits that meet the needs of a diverse community.  Support the City of Carlsbad and 
department’s mission through the delivery of lifelong learning and arts and cultural experiences.   
  
Assist in the development of goals, objectives, policies and priorities for assigned programs, 
events and venues. 
 
Develop and maintain partnerships/relationships with area museums, government agencies, 
businesses, art agencies and city departments to provide a broader range of programs. 
 
Provide opportunities and encourage the public to understand and participate in city and 
community programs, events and/or exhibits. 
 
Promote programs and services through print publications, news releases, presentations, the city 
website, e-newsletters and social media. 
 
Manage all systems associated with the maintenance and operation of a venue.  Recommend 
and implement policies related to the venue(s), facility, physical structure, visual arts and 
performance spaces.  Maintain calendars for public and/or staff use. 
 
Perform and complete project analysis and studies.  Prepare reports and make presentations to 
city boards and commissions, community organizations and partners as well as city and 
department staff. 
 
Develop and monitor the operating budget for the work unit; coordinate on development of the 
departmental budget; control, monitor and approve expenditures within budget limits. 
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Manage the collection of revenues associated with assigned programs or facility operations. 
 
Research, curate, negotiate and book exhibitions, performers and presenters.  Draft and monitor 
contracts and visual artist and performance agreements.  Work with vendors, community partners, 
support organizations and others in the delivery of programs and services.  
 
Plan, research, write, edit, and disseminate information to department staff and stakeholders 
about initiatives, events, news, programs, services, exhibitions and customer service 
experiences. Coordinate with executive management and city communications on project goals, 
timelines, stakeholders, and status. 
 
Coordinate advisory committees comprising members of the public and stakeholders and 
represent the city in the community and at professional conferences and meetings. 
 
Survey, collect and evaluate community participation, attendance and satisfaction and overall 
results of specific measures and goals. 
 
Participate in and lead special project teams. 
 
Implement and monitor for compliance department operating policies and procedures. 
 
Research, prepare, monitor, and evaluate applications for grants and other funding opportunities. 
 
Provide overall supervision to staff, contractors and volunteers including their selection, training 
and development, performance assessment and work priorities. 
 
Perform other duties as assigned.  
 
QUALIFICATIONS: 
 
To perform a job in this classification, an individual must be able to perform the essential duties 
as generally described in this specification.  The conditions below are representative of those that 
must be met by the incumbent to successfully perform the essential functions of the job. 
 

Knowledge of: 
 

 Principles, practices and techniques of designing and administering programs that 
respond to community interests in the assigned field. 

 Effective communications, marketing and public relations techniques. 

 Management, prioritization and tracking of projects, programs and services. 

 Principles of organization, administration, budget control, and human resource 
management. 

 Word processing, spreadsheets, and database software. 
 

Ability to: 
 

 Arrange, implement and coordinate community programs, exhibits, special events and 
services related to the assigned programs and facilities. 

 Use computer and related software applications to assist in performing duties. 

 Be innovative and problem-solve within a team environment. 



Programs and Venues Coordinator  Page 3 of 3 

 Work in a fast-paced, change-oriented environment. 

 Be flexible and work on multiple projects at once. 

 Supervise, evaluate, motivate and train assigned staff, contractors and volunteers. 

 Establish and maintain effective working relationships with those contacted in the course 
of work. 

 Analyze problems, identify solutions and implement recommendations. 

 Work with multiple stakeholders with differing viewpoints in a team-based and 
collaborative work environment. 

 Communicate clearly and concisely, orally and in writing.  
 
EXPERIENCE AND EDUCATION: 
 

Any combination equivalent to experience and education that provides the required knowledge 
and ability is qualifying.  A typical way to obtain the knowledge and abilities would be:  
 

Relevant degree from an accredited college or university with major course work in 
community programming and management in a field related to the assigned 
program/facility.  Examples of relevant fields include theatre, visual and performing arts, 
information science/literature and communications.  
 
Three years of increasingly responsible professional experience in the development and 
administration of community or city programs and/or visual or performing arts venues; 
including two years of experience supervising staff and managing a venue and/or facility.  

 
PHYSICAL STANDARDS:  
 
While performing the duties of this class, an employee is regularly required to sit; talk or hear, in 
person and by telephone; use hands to finger, handle, feel or operate standard office equipment; 
and reach with hands and arms.  Specific vision abilities required by this job include close vision 
and the ability to adjust focus to read and operate office equipment as necessary during the 
course of the work assignments.  
 
In addition, while performing the duties, employees of this class are regularly required to use 
written and oral communication skills; read and interpret data, information and documents; 
analyze and solve problems; learn and apply new information or skills; perform detailed work on 
concurrent tasks; work under deadlines; and interact with staff, and others encountered in the 
course of work.  
 
Ability to work in a standard office environment with some exposure to the outdoors; ability to 
work under pressure and in potentially stressful situations; ability to attend evening and weekend 
activities and events.  Employees must be able to transport themselves to various locations 
throughout the city.  May be required to unpack large paintings and sculpture and physically install 
an exhibition as well as perform similar physical activities associated with technical theater 
operations and performing arts event load-in and load-out. 
 
The duties of this position are routinely performed in an office setting on city premises. 
 
 

This is an at-will management classification. 
 
 

DATE APPROVED:  Dec. 15, 2015 


