
City of Presidio Conven�on and Visitor Bureau – Tourism Consultant Job Descrip�on 
 
Tourism Consultant Job Descrip�on Goal:  

Tourism Consultant will be responsible for execu�ng the Master Plan and marke�ng plan of the Presidio 
Conven�on and Visitors Bureau (PCVB). This Manager will facilitate an ac�ve rela�onship with 
hotels/restaurants & atrac�ons in the City of Presidio and surrounding area. Work involves marke�ng the 
City of Presidio/ Presidio County, Big Bend region, tri-county area to s�mulate economic development and 
promote tourism. Meets monthly with a tourism board of directors and reports directly to the President of 
such board.  

Tasks to be performed include but are not limited to:  

☐Work with the PCVB board of directors, established to develop strategies, programs, and policies to 
promote tourism.  

☐ Develop and implement a tourism marke�ng plan for City of Presidio and tri-county area working closely 
with hotels/motels, campgrounds, restaurants, ou�iter operators and all area atrac�ons  

☐  Maintain tourism budget  

☐ Provide PO’s and invoices to Finance department of the City of Presidio 

☐  Oversee creative message development on social medias  

☐ Organize various media informa�on and make affordable and effec�ve media buys to promote tourism in 
the Presidio area with Board approval 

☐ Oversee design/prin�ng of marke�ng publica�ons  

☐ Preferred qualifica�on in languages: Spanish and English  

☐ Plan new research-based adver�sing strategies for current and subsequent years that will increase leisure 
travel market share.  

☐ Develop rela�onships with na�onal, interna�onal and regional tourism-based publica�ons and writers, 
tours operators and travel agents.  

☐ Prepare and release press kit to media; build campaigns and stories for unique selling points  

☐ Design, develop and conduct familiariza�on tours of the Presidio area for media, event planning, tour 
operators and travel agents.  

☐ Implement coopera�ve adver�sing programs integra�ng the tourism related segments that exist in the 
Presidio area (merchants, food/lodging, campgrounds, the Arts, recrea�on, State Parks and Na�onal 
Parks)  

☐ Promote atrac�ons & community events to visitors 

☐ Contribute to and monitor the flow of new web content and social media content. Coordinate with the 
web maintenance provider to create a bi-monthly report on the effec�veness of the website.  

☐ Provide educa�on program for hotel/motel, campgrounds/ atrac�ons/events in Presidio area 
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☐ Organize mee�ngs, seminars, conven�ons, and workshops for market-based entrepreneurs looking to 

invest in Presidio- including interna�onal trade, railroad, agriculture, freight and tourism industries.  

☐ Gather data and prepare annual tourism situa�onal analysis for the Presidio Conven�on and Visitor 
Bureau board of directors  

☐ Par�cipate in radio talk shows; provide current and updated informa�on to the press.  

☐ Represent the Presidio area in joint planning sessions to establish regional tourism ac�vi�es; serve local 
commitees that enhance tourism and foster economic development.  

☐ Atend mee�ngs, seminars, conven�ons, and workshops to further knowledge, stay informed of the 
changes in the tourism industry, interna�onal trade and exchange informa�on.  

☐ Prepare and deliver presenta�ons to both local and regional civic and governmental organiza�ons on 
Tourism.  

☐ Design, develop and implement in-service training programs for staff volunteers.  

☐ Prepare annual, monthly budgets on ad nego�a�ons and placements, basic inquiry data and crea�ve 
ini�a�ves as well as ac�vi�es of the Consul�ng director. Keep updated adver�sing history files and 
archives ad materials. Collect necessary and per�nent travel research and reports findings.  

☐ Reply to leads generated from our TourTexas.com site and any other social media request for informa�on 
on Presidio. E-mail digital informa�on and Mail out travel packages to interested visitors of our region.  

Knowledge, Skills, and Abili�es Required:  

A. Knowledge of tourism industry  

B. Knowledge of the City of Presidio, City of Ojinaga, Presidio County and Big Bend area  

C. Must be a self-starter with ability to work with volunteers  

D. Must be computer literate  

E. Experience in marke�ng presenta�ons  

F. Able to design and compose publica�ons  

G. Accountability Criteria (examples)  

General capaci�es: 

1. Implementa�on of marke�ng plan (using our City of Presidio Master Plan) 

2. Presence at community events  

3. Hotel/Atrac�ons’ partnership is maintained  

4. Marke�ng/PCVB publica�ons are coordinated/streamlined  

5. Publicity generated for Presidio, Ojinaga and Big Bend area as tourism des�na�ons  

6. Increase in hotel lodging Tax  
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MINIMUM TRAINING AND EXPERIENCE  

Ideally a degree in marke�ng, public rela�ons, or a closely related field, and 1 to 2 years’ experience in 
marke�ng or public rela�ons work; or any combina�on of training and experience which provide the 
required skills, knowledge, abili�es and capaci�es.  

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM PERFORMANCE INDICATORS  

Knowledge of Job:  

Understanding and experience with the policies and procedures, organiza�on and func�ons of a Tourism 
Department is important to performing this role. Exis�ng knowledge of the geographic layout of the City of 
Presidio and County, Ojinaga and Big Bend region, including tourist atrac�ons is desirable as well as 
knowledge of the tourist atrac�ons of the surrounding areas. Familiariza�on with the available resources of 
the City and County and the surrounding region is also considered a plus. General knowledge of modern 
office prac�ces, procedures, equipment, modern accoun�ng, tax knowledge and bookkeeping methods, 
policies, procedures and prac�ces is a necessary skill set. Working knowledge of the principles and prac�ces 
of supervision and the ability to supervise a small group of employees is a necessary atribute. The ability to 
communicate effec�vely in oral and writen form is mandatory. Bilingual in Spanish writen and oral is a plus. 
The successful applicant must be capable of exercising independent judgment, discre�on and ini�a�ve while 
u�lizing tact and courtesy in frequent contact with business and industrial representa�ves, government 
officials and the general public. Demonstrated the ability to enhance and effec�vely deliver programs to 
diverse audiences in Presidio through understanding a�tudes, knowledge, and/or customs of two cultures 
or more in the La Junta region. 

This posi�on requires a combina�on of educa�on and/or experience equal to five years in tourism, 
hospitality sales, marke�ng, or public rela�ons. An emphasis will be placed on those who have worked with 
the promo�on of tourism and those who have marke�ng experience. Demonstrated skills in planning, 
organiza�on and effec�ve communica�on are essen�al. Previous experience in a Conven�on and Visitors 
Bureau is highly desirable. Previous experience with an adver�sing agency and/or with media nego�a�ons is 
helpful.  

Ini�a�ve and Enthusiasm:  

Maintains an enthusias�c, self-reliant and self-star�ng approach to meet job responsibili�es and 
accountabili�es. Strives to an�cipate work to be done and ini�ates proper and acceptable direc�on for the 
comple�on of work with a minimum of supervision and instruc�on. 

 

Logis�cs: 

• Part �me for first six months 
• A�er evalua�on of posi�on, it will be reviewed for possible full-�me extension 
• No benefits un�l further review 
• Hourly rates will apply with review of Board of Directors determined at hiring 

 


