Market Manager

Northeast Minneapolis Farmers Market

The Market Manager will implement the Market Board’s vision for the market to ensure that daily market operations run smoothly, acting as a liaison between vendors and market goers and monitoring compliance with city ordinances and regulations governing Farmer’s markets.  The Market Manager should be a detail-oriented, effective communicator who is passionate about food, local farming and agriculture. Experience with electronic media and strong organizational skills are required. Entrepreneurial and/or managerial experience is preferred.  A job-share arrangement between two individuals will be considered.  Projected start date is February 6, 2012.

The Market Manager will perform the following job responsibilities:

Vendor Relations

· Maintain positive working relationships with existing vendors

· Recruit new vendors and respond to inquiries from potential vendors.

· Maintain a diverse mix of vendors.

· Monitor compliance with relevant regulations and codes.

· Make sure all vendor forms are completed and properly retained.

· Maintain a weekly schedule of vendors, assuring that every vendor has a space, and that all vendor spots are occupied.

· Collect and account for vendor fees.

· Assist in resolving any concerns vendors may have and conflicts between vendors/customers.

· Secure necessary permits and licenses.

Operations Management

· Coordinate opening and closing of the market (requires ability to lift up to 40 lbs.).

· Ensure equipment is safe and up-to-date.

· Prepare and maintain a vendor map. Direct vendors as necessary to locate their assigned spot.

· Handle emergencies and complaints.

· Provide fully operational and stocked toilet facilities for use by customers and vendors.

· Ensure sufficient potable water is available to meet the needs of each vendor.

· Ensure that vehicles are parked only in designated areas during market hours and market is safe from vehicle traffic.

· Staff Market Information table during Market hours.

· Coordinate prompt trash removal from the Market.

· Solicit, coordinate and manage relationships with musicians who perform at the market.

· Follow instructions from and maintain communications with the Board.

Marketing & Outreach

· Organize and promote the market through a variety of channels (email, advertising, social media, flyers, etc.).

· Forge relationships with the press, neighborhood associations and local business community.

· Maintain and evolve market website

· Assist the board with sponsor recruitment and relationship management.

· Represent the market in meetings with community members and vendors.

· Conduct periodic surveys to assess customer/vendor opinions and satisfaction.

· Attend relevant training sessions, monthly market manager’s happy hour, conferences and monthly Northeast Farmers Market board meetings.

· Invite, listen to, and use input from vendors and others to improve the market.

This is a part-time, year-round position with variable hours.  Hours are projected to be 15-40 per week from February through October to support the regular seasonal market and then reduce to 3-10 hours per week from November through February, primarily to provide marketing support and vendor relationship management for the Winter Market.

