
 

ORANGE COUNTY CLASS SPECIFICATION 

 

TITLE:    TOURISM COORDINATOR                              GRADE:   14   

 

TITLE ABBREVIATION:    TOUR COORD                 TITLE NO.:   6769     

 

JURIS.CL:  C   SALARY CODE: 01   UNIT:     EEO CODE: PR  FLSA CODE: AD  

 

DEPARTMENT:    TOURISM                           DIVISION:                

 

SUPERVISOR'S TITLE:    DIRECTOR OF TOURISM                               

 

DISTINGUISHING FEATURES OF THE CLASS: The work involves the responsibility 

for coordination and outreach duties to increase leisure and business 

travel to Orange County.  The incumbent will be in frequent contact with 

travel writers, press, travel agents, group tour operators, and others.  

Supervision is exercised over tourism and clerical staff.  Routine travel 

will be required, and the incumbent may be required to work flexible 

hours, evenings and weekends as needed.  Work is performed under the 

general supervision of the Director of Tourism with latitude for 

independent judgement in the day to day operation.  Does related work as 

required. 
 

TYPICAL WORK ACTIVITIES: 

 

1. Participates in programs such as trade shows, travel agent 

solicitations, regional co-op activities and statewide initiatives 

for the promotion of Orange County as a leisure and business 

destination; 

 

2. Works with advertising agencies to create campaigns to promote Orange 

County to relevant market segments; 
 

3. Serves as a liaison between tour operators, planners, travel agents, 

and the appropriate staff at hotels, attractions, meeting facilities, 

conference centers, restaurants, etc.; 
 

4. Writes and assists in the development, review and distribution of 

brochures, articles, press releases, etc., on tourism-related 

subjects including Orange County attractions, events, services, 

facilities, tourism marketing and public relations; 
 

5. Prepares and presents public speaking appearances representing the 

tourism office;  
 

6. Coordinates and supervises the preparation of tourism mailings; 
 

7. Assists in the preparation of the annual budget for the tourism 

program; 
 

8. Maintains databases of contacts, leads and other tourism-related 

data; 
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9. Conducts market research and disseminates data on tourism trends and 

the economic impact of tourism to the County; 

 

10. Prepares reports, responds to inquiries and provides comment on State 

tourism programs as required;  
 

11. Keeps informed on current trends in the travel/tourism industry and 

of the uses and capabilities of the variety of destinations in the 

County; 
 

12. Uses computer applications or other automated systems such as 

spreadsheets, word processing, calendar, e-mail and database software 

in performing work assignments. 

 

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL 

CHARACTERISTICS:  Good knowledge of tourism development and promotional 

activities in Orange County; knowledge of the principles, methods and 

techniques used in tourism marketing, promotional and public relations, 

local tourism development, tour packaging, and tourism event development 

and coordination; knowledge of the geographic and business area layout of 

communities in Orange County; working knowledge of issues, concerns and 

impediments affecting tourism development; ability to meet and deal 

effectively with people at all levels in the public and private sector; 

ability to present ideas and informational materials clearly and 

effectively, both orally and in writing; ability to effectively use 

computer applications such as spreadsheets, word processing, calendar, e-

mail and database software; ability to read, write, speak, understand, and 

communicate in English sufficiently to perform the essential duties of the 

position; ability to bend and to lift and carry twenty-five (25) pounds; 

sound judgment; integrity; resourcefulness; physical condition 

commensurate with the demands of the position. 

 

MINIMUM QUALIFICATIONS:  Either: 

 

(A) Graduation from a regionally accredited college or university or one 

accredited by the New York State Board of Regents to grant degrees 

with a Bachelor's Degree or higher in Marketing, Business 

Administration, Public Administration, Communications, Tourism, or 

closely related field and three (3) years involving tourism 

development, advertising, business development, marketing activities, 

or closely related field, for a public or private enterprise; OR 

 

(B) Completion of 60 credit hours from a regionally accredited college or 

university or one accredited by the New York State Board of Regents 

to grant degrees and five (5) years of experience as described in (A) 

above.  
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