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24 hours per week 
(Sue Pall) 

 
 
Function: 
 
Act as support for marketing 
department assisting with branding 
initiative, public relations, community 
engagement and tourism 
 
Assist in coordinating training sessions 
and sending invitations, notifications 
and evites   
 
Maintain Downtown Tinley 
distribution list and community map 
Assist in coordination of Experience 
Life Amplified newsletter content  

 
Assist in coordinating details for the 
Village’s major special events 

 
Assist in the coordination of details for 
the Benches on the Avenue public art 
project 
 
Selecting, ordering, inventory, storing 
and assembling promotional items for 
sale, events and summer residential 
block parties 
 
Assist with media placement and 
advertising  
 
Assist with maintaining content on the 
Village’s website 
 
Provide support for ribbon-cuttings 
and groundbreakings 
 
Provide support for vendor selection 
to produce branding and other 
promotional materials 
 
 

 

25 hours per week 
(Vicki Sanchez) 

 
 
Function: 
 
Manage details surrounding the 
Village-owned special events 
 
 Cruise nights 
 Music in the Plaza series  
 Caribbean Block Party 
 Holiday events 
 (Christmas, Halloween,   
   Easter)  

Parades 
 

Assist village departments and 
commissions with events as necessary 
including  

Veterans Day ceremony  
Memorial Day ceremony 
National Night Out 
Fire Department 5K  
Tinley Park White Sox Night 

 
Coordinate the Village’s special event 
permitting process and marketing sign 
permit applications 
 
Coordinate the permitting process for 
large shows at the Tinley Park 
Convention Center 
 
Keep Village events hotline updated 
and send CityWatch messaging as 
necessary 
 
Assist first time event planners before 
submitting event permits 

30 hours per week 
(Jason Freeman) 

 
 
Function: 
 
Write news releases for breaking 
news, features, events and 
general Village news 
  
Write and send weekly 
Community Email and monthly 
Downtown Tinley e-newsletter 
 
Maintain Tinley TV including 
calendar, news features, videos 
and scheduling 
 
Website maintenance 
 
Write and oversee production of 
the annual report 
 
Promote Village-sponsored 
special events 
 
Write/edit brochure copy, letters 
to residents and other 
communication projects 
 
Maintain Village YouTube channel 
 
Provide writing assistance to staff 
 

 
 

Up to 30 hours per week 
(Rich Baird) 

 
 
Function: 
 
Coordinate the communication of 
Village information and the promotion 
of Village events on the Village’s 
Facebook page and Twitter feed by 
producing frequent, consistent content 
and campaigns aimed at promoting 
resident and visitor engagement. 
 
Monitor village-related social media 
sites 
 
Assist in the delivery and support of 
video information 
 
Provide support in the dissemination of 
news releases and  e-newsletters  
 
Village website maintenance 
 
Monitor media for editorial/news 
clippings 
 
Coordinate placement of Tinley Park 
businesses’ social media requests. 
 
 

 
 

 

20 hours per week 
(Joanne Carroll) 

 
 
Function: 
 
Provide graphic design support 
with event posters and flyers, 
signage, guides tent cards, 
invitations, programs and 
advertisements 
 
Coordinate the Benches on the 
Avenue public art project 
including development of the 
project budget and timeline; 
recruitment artists and sponsors; 
coordination of the delivery, 
placement and presentation of 
benches  
 
Plan the Artist/Sponsor Reception 
and Artist Awards Ceremony 
 
Create and develop walking tour 
brochure in conjunction with 
printer 
 
Communicate regularly with 
artists, sponsors, village staff, 
nursery, carpenter, landscaper, 
warehouse, commissioners and 
community groups as necessary 
 
Assist with Downtown Tinley 
beautification efforts (banners, 
flower baskets, flower planters, 
etc.) 
 
Assist in maintaining Village of 
Tinley Park website 
 
Input messages on Village’s 
electronic sign and website 
community calendar 
 
Maintain specialty database lists 
 

    
 

 

34 hours per week 
(Donna Framke) 

 
Function: 
 
Manage staff of five part-time 
employees. 
 
Develop and execute strategic 
communication, marketing, 
promotional, public relations and 
branding initiatives for the 
Village. 
 
Manage the Village’s 
communications function 
including writing, editing and 
design of electronic, video and 
print communications (Village and 
Downtown Tinley websites, 
weekly e-newsletter, social media 
and annual report). 
 
Oversee programming and 
production for Tinley TV including 
live streaming of village board 
meetings and maintenance of 
village YouTube channel. 
 
Oversee the special events 
function including a robust 
offering of Village-owned special 
events, a high-profile public art 
project and the special event 
permitting process. 
 
Oversee tourism and branding 
initiatives for the Village and 
coordinate with the Tinley Park 
Convention Center and the 
Chicago Southland CVB.  
 
Act as staff liaison to the CRC  
 
Prepare, administer and/or  
monitor budgets , RFQs, policies. 
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