
 

 

    

 

POSITION SUMMARY 

The TC Healthy Drinking Culture 

Leadership Team is looking for a 

Project Manager to implement 

strategies to prevent binge 

drinking in Traverse City, 

Michigan. The Project Manager’s 

responsibilities include working 

closely with the Leadership Team to 

prepare comprehensive action 

plans, implementing grant 

resources, timeframes, and 

budgets for strategies to engage 

the drinking establishments as well 

as events, special licenses that 

involve drinking in Traverse City to 

implement a better drinking 

culture.  The end goal is to diminish 

binge drinking in the area; instead 

cultivating a community whose 

relationship with alcohol is healthy. 

 

RELEVANT DETAILS 

This is a grant funded position with 

an hourly range negotiated based 

on qualification, and ideas brought 

to the table. The Grant runs through 

October 31, 2020, with an 

opportunity for an extension based 

on project reports on obtaining 

goals. 

 

APPLICATION PROCESS 

Please Submit a completed 

application, cover letter, and 

resume to the City of Traverse City 

or via email to 

lgreen@traversecitymi.gov 

Position will remain open until 

filled.  

CITY OF TRAVERSE CITY 
 
 
 
 

ESSENTIAL JOB FUNCTIONS: 

An employee in this position may be called upon to do any or all of the following essential functions. These 

examples do not include all of the duties which the employee may be expected to perform. To perform this 

job successfully, an individual must be able to perform each essential function satisfactorily. 
 

As a Project Manager you will perform various coordinating tasks 

that include: 

 Provide Administrative support to the TC Healthy Drinking Culture 

Leadership Team. 

 Facilitate the development and implementation of a strategic plan 

establishing a better drinking culture in Traverse City, Michigan.  

 Collaborate with all stakeholders that include: bartenders, business 

owners, property owners, residents, Downtown Development 

Authority (DDA) members, City Commission, Downtown 

Community Police Officer, and internal teams to deliver results on 

deadlines. Educating drinking establishment representatives of a 

program that diminishes excessive drinking and promotes a 

community whose relationship with alcohol is healthy. 

 Coordinate educational events within the grant cycle including 

town hall meetings and workshops. This includes, securing 

reservation of meeting space, coordination with speakers, catering 

services, agenda setting, promotion, budgeting and reporting to 

TC Healthy Drinking Culture Leadership Team. 

 Coordinate meetings and educational seminars with the 

stakeholders. 

 Coordinate communication with the public regarding our mission, 

resources, education, events and other information related to TC 

Healthy Drinking Culture including development of a website, 

social media, direct email and printed communications. 

 The emphasis is to help consumers and stakeholders see what a 

healthy relationship consuming alcohol looks like.  

 Reports weekly to the fiduciary. 

 Administrative duties including maintaining project documentation 

for a grant from the Northern Michigan Regional Entity (NMRE) and 

reporting financial documentation of that grant in a quarterly 

report.  

  Meet with the NMRE Board in June and December of 2020 for a 

progress report of the program. 

 Establish a Long Range Direction and Plan for Phase II of the 

Program. 

 

  

This temporary position reports to the TC Healthy Drinking Leadership Team Members 

TC Healthy Drinking Culture Project Manager 
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REQUIRED KNOWLEDGE, SKILLS, ABILITIES & MINIMUM QUALIFICATIONS 

The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications 

necessary to perform the essential functions of the position.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the job. 

 

Knowledge of: 

 Supervisory principles, practices and techniques  

 Practices and methods of coaching and leading the work of others  

 Techniques and methods for organizing, prioritizing, assigning and monitoring work  

 Project management principles and practices 

 Principles and practices of program administration and management 

 Best practices, trends and emerging technologies 

 Principles and methods of qualitative and quantitative research 

 Principles and applications of critical thinking and analysis 

 Principles and practices of budget development and accounting administration 

 Principles and practices of group facilitation and building consensus 

 Applicable federal, state and local laws, codes, regulations  

 Modern office technology 

Skill In: 

 Coordinating deadlines, prioritizing work demands and assigning/monitoring work performed  

 Providing project management, organization and logistics coordination 

 Managing project or program finances 

 Providing consultation and serving as a program liaison and subject matter expert 

 Exercising political acumen, tact and diplomacy 

 Researching trends, issues, solutions, best practices and articulating recommendations. 

 Facilitating group discussions and building consensus using persuasive reasoning 

 Authoring and preparing original reports, documents and presentations 

 Utilizing communication and interpersonal skills as applied to interaction with team members, 

supervisors, the general public and others to sufficiently exchange or convey information and to 

receive work direction 

 
Education and Experience Requirements: 

 Bachelor’s degree in business administration or management leadership.  

 Two years of experience as project coordinator or project manager. 

 Project Management Professional (PMP) certification desired. 

 

 

PHYSICAL DEMAND and WORK ENVIRONMENT 

While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is 

required to use hands to finger, handle or feel and reach with hands and arms. The employee is frequently required to 

stand, walk, stoop, kneel, crouch, or crawl. The employee must occasionally lift and/or move items of light to moderate 

weight. Specific vision abilities required by this job include close vision, distance vision, color vision, depth perception, 

and ability to adjust focus. 

 

While performing the duties of this job, the employee regularly works in outside weather conditions.  While on 

project sites, the employee is occasionally exposed to fumes or airborne particles and occasionally works near 

moving mechanical parts and/or machinery. The noise level in the work environment is usually moderate to loud. 

 
Traverse City is an Equal Opportunity Employer 


