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Downtown South Boston Farmers Market
Physical Address: 300 Broad Street, South Boston, VA 24592
Mailing Address: 432 Main Street, South Boston, VA 24592
South Boston, VA 24592
http://www.facebook.com/DowntownSouthBostonFarmersMarket

Downtown South Boston Farmers Market

Market Manager Job Description
Rate of Pay: $15/hour

The Market Manager reports directly to the Downtown South Boston Farmers Market Board of Directors and serves as
liaison between the Board, vendors, customers and community organizations. The position requires an average of fifteen
(15) hours onsite per week, which includes every Saturday mid-March through November (7:00am — 1:00 pm), every
Wednesday mid-May through August (2 pm — 7 pm). Hours may also include additional administrative hours when required
to help plan, organize and facilitate events for the Market in collaboration with Destination Downtown South Boston
(DDSB) management. In addition to managing daily market operations, including market opening and closing activities, the
manager troubleshoots problems or issues that may occur during Market hours and always keeping the Board updated.
The Market Manager is familiar with all Market policies and works with Market vendors and customers to ensure
compliance under the direction and with the support of the Board of Directors.

Knowledge, skills, and abilities

=  Computer literacy and ability to learn new computer programs as needed to manage SNAP/EBT, VFM and other
transactions

= WordPress back-end experience highly desired

= Ability to multi-task with strong attention to detail

= Social media marketing skills specifically using Facebook to build and maintain an active Market presence

=  Experience using email, Excel, and Microsoft Word with ability to create spreadsheets and write professionally

= Ability to lead and manage volunteers and vendors

= Excellent organizational and communication skills with the ability to build and maintain relationships with vendors,
customers and community organizations

=  Gardening/horticulture and/or farming experience

= Cash management experience with ability to manage financial transactions

Primary Duties:

= Serve as central point of contact for vendors and potential vendors; help grow the market by engaging new vendors
through multiple methods of outreach.

=  Manage onsite mobile marketing to include real-time social media posts and videos on the Downtown South Boston
Farmers Market Facebook page.

=  Ensure all website information, forms, and calendars are updated and current (www.sobofm.com) throughout the
year.

=  Manage all aspects of the Market as directed to help maintain VAFMA Gold Level Certification. Requires a clear
understanding of Gold Level Certification requirements through VAFMA.
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Open and close the Market each Saturday and Wednesday during the Market season; includes unlocking and preparing
the facility, signage placement, stocking the bathroom with supplies, assisting vendors with set-up location and being
available for questions as needed.

Collaborate with the DDSB Executive Director and Events Coordinator to plan for special events and execute on
approved events and activities. Facilitate all onsite coordination of special Market events.

Transport, store and manage all supplies and materials used for Market events (storage located at offsite facility).
Collaborate with DDSB on advertisements and other office/admin needs of the market, including regular
communication with vendors via the Vendor Facebook page. Email vendors with any news, updated information, or
important reminders as needed; maintain frequent contact with vendors to encourage active engagement.

Maintain and submit daily market data reporting sheets to DDSB Events Coordinator for POP, SNAP, Virginia Fresh
Match and Market Bucks transactions.

Manage and provide oversight and vendor training to ensure the Market maintains compliance and participation in
the SNAP/EBT and FMNP Programs.

Operate the SNAP/EBT and credit card machine with a clear understanding of how SNAP/EBT works - as well as how
Market Bucks sales work on the credit card machine.

Manage the Power of Produce (POP) Table with hands-on activities for children; engage children for optimal
participation; help promote POP and execute all plans related to the program as directed by DDSB management.
Maintain relationship and uphold all regulatory requirements with Virginia Farmers Market Association (VAFMA).
Maintain relationship with Virginia Department of Agriculture and Consumer Services (VDACS) staff and be
knowledgeable with cottage law regulations.

Work closely with the Town of South Boston Public Works/Police/Fire Departments to coordinate all events as needed.
Attend all regular DTSBFM meetings to report on Market activity and provide membership with up-to-date information
and data on the success and mission of the Market.
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