
Job Description: Sheffield Farmers’ Market Manager

Note: This position will begin April 1st, 2024. The new market manager must be available
to train at the March 9th market from 9 am - 2 pm at Dewey Hall.

Overview:
The market manager of the Sheffield Farmers’ Market (SFM) is hired by the SFM Steering
Committee and is responsible for all market operations, logistics, marketing and
communications. The market manager is the “go-to” person for vendors and customers
during market hours and in general.

This position requires personal confidence and the ability to communicate with a variety of
people and entities. The market manager, with the support of the committee, acts as a
liaison to all parties served by the market. The market manager assists with the promotion
and development of the market as well as maintaining weekly records of market activities.
An effective manager will come to understand both vendors’ and consumers’ needs and
will implement strategies to meet those needs with the help of the Steering Committee.

Schedule:
This is a year-round (52 week) position requiring approximately 10-12 hours per week from
April through October, and an average of 6-8 hours per week from November through
March.

The Summer Markets, running from May to October, take place every Fridays from 3 to 6
pm in the parking lot of First Congregational Church in Sheffield. The Market Manager is
required to arrive no later than 1:30 pm and stay until all vendors have left the market and
all market signage/equipment is put away (generally no later than 7:30 pm).

The Winter Markets take place monthly from November to March, on the Second Saturday
of the month, from 10 am to 1 pm at Dewey Hall in Sheffield. The market manager is
required to arrive no later than 8:30 am and stay until all vendors have left the market and
all market signage/equipment is put away (generally no later than 2:30 pm).

Outside of the markets, the market managers’ other work and responsibilities can be
completed at their convenience, provided all deadlines are met and all
inquiries/communications are responded to in a timely manner.

Compensation:
The market manager is employed as an Independent Contractor.

This position is paid bi-weekly, as follows:
$210/week for weeks with a market (25 weeks total)
$100/week for weeks with no market or off-season (27 weeks total)



Annual Compensation = $7950

Requirements:
● Must be able to attend all markets, barring extenuating circumstances. In the case

of absence, the market manager must arrange for coverage with a committee
member or person acceptable to the manager liaison committee.

● Must be able to attend all SFM meetings, which generally occur on a monthly basis
on a weeknight evening (exact day & time determined based on the availability of
the committee).

● Possess a strong understanding of local agriculture, community, food and
marketing.

● Be comfortable with handling and counting cash as well as payment processing on
an iPad.

● Demonstrated characteristics of being reliable, friendly, self-motivated and efficient.
● A working knowledge of Google Drive, as well as digital marketing and social media

tools, such as: MailChimp, Facebook, Instagram, Squarespace, Canva, etc.
● Must be available within 48 hours by phone and/or email throughout the duration

of employment.
● Must be able to work outdoors in all weather, stand for long periods of time, and

safely lift 50 pounds.
● The position requires the ability to work well independently and interdependently

with Steering Committee members, vendors, customers and others.

Responsibilities:

Vendor Recruitment:
● Successfully recruit the appropriate number and type of vendors (and musicians), as

determined by the Steering Committee.
● Directly contact previous and prospective vendors via email, telephone and/or mail

using the vendor recruitment template. Provides a vendor update to the committee
during the pre season.

● If budget allows, recruits vendors via the Shopper’s Guide and/or other advertising.
● Files applications as they are received; notifies vendors immediately of their

acceptance. Brings questions of eligibility to the attention of the Steering
Committee.

● Ensures applications are complete, fees are paid, and proper insurance and Board
of Health documents are submitted.

● Assists vendors with their applications if necessary. Acts as a liaison to the Board of
Health.

● Explains market logistics and other pertinent information to all participating
vendors.

● Creates a sense of community and enthusiasm for participating vendors.



General Administration:
● Serves as the main contact person for vendors and the public.
● Offers his/her personal cell phone number to be posted on all SFM materials and

responds to calls or text messages in a timely manner.
● Maintains the market email account, replying to emails within two days of receipt.
● Acts as a liaison to the Board of Selectmen, Board of Health, police department, First

Congregational Church of Sheffield, Dewey Hall, town green businesses and other
related parties.

● Submits market Rules and Regulations to Board of Selectmen for review and filing at
Town Hall.

● Attends monthly Steering Committee meetings.
● Maintains an organized collection of files.

Market Day Logistics:
● Ensures signage is properly displayed before start of market. Ensures signage is

properly stored after market closes. Repairs or reports broken signs or other
materials to the committee.

● Establishes the market layout and places markers so that vendors can clearly find
his/her space, no later than one hour before opening.

● Ensures the safe arrival and departure of vendors by directing vehicles and people
at the start and end of each market.

● Assists vendors with set-up and break down and may assist with sales during
vendors’ personal breaks or busy times.

● Ensures cleanliness of the site during and at the end of each market.
● Track number of market attendees using the tally counter.
● Processes EBT and Credit Card Transactions for market shoppers.
● Maintains safekeeping of EBT equipment. Trains welcome tent volunteers in EBT

equipment usage.
● Collect vendor payments.
● Records information on the market sheet: vendor attendance and payment,

transactions of EBT/Credit for each vendor, weather, music, community group/other
special guest, and additional notes of questions or concerns from vendors or
customers.

● Sets up and breaks down the SFM welcome tent and table. Acquires and displays
materials for local organizations, businesses, and events.

● Works with the Steering Committee to staff the welcome tent.
● Encourages customers to sign-up for the SFM weekly enewsletter.
● Is available by phone from 10 am to closing on Summer market days, and from 8 am

to closing on Winter Market days
● Enforces SFM regulations.
● Supervises market intern and any volunteers.
● Assists vendors, customers and community members by providing market-related

information, conflict resolution and general aid as appropriate.



● Stays until all have left (typically no later than one hour after closing).

Marketing and Promotion:
● Works with graphic designer and Outreach and Promotion subcommittee on

creating printed materials for vendor recruitment, the market in general, and special
events.

● Posts and distributes printed materials to appropriate locations around Sheffield
and surrounding communities.

● Works with graphic designer on Shopper’s Guide advertising, which runs two weeks
before opening day and weekly throughout market season, one week post season.
Works with Outreach and Promotion subcommittee on ad layout.

● Uses the SFM logo on all promotional materials.
● Writes and sends an enewsletter weekly each Wednesday, starting two weeks

before opening day and continuing throughout market season, to vendors and
customers featuring seasonal items and special events.

● Updates and maintains the SFM website.
● Updates and maintains the SFM Facebook and Instagram page, creating and sharing

engaging content about the market and other relevant topics. Answers inquiries in a
timely manner.

● Assists in the development of activities that will increase morale in vendors and
customers, such as a weekly raffle.

● Maintains an organized collection of files in Google Drive/Canva etc.

Entertainment:
● Coordinates weekly musical entertainment and provides their compensation at the

end of market.

Programming, Education and Outreach:
● Supervises market manager assistant; is responsible for greeting intern upon arrival

and staying onsite until he/she leaves.
● Recommends or initiates conversation with area businesses and organizations that

may provide assistance to the market.
● Locates materials for SFM welcome table.

Reporting:
● Provide a Market Manager report at each SFM Meeting with updates about vendors,

number of shoppers and other pertinent information.
● Prepare any other reports as required, such as those for any Grants.

To Apply:
Please email your resume, as well as a short summary of your relevant experiences and
why you are interested in this position to: sheffieldfarmersmarket@gmail.com

mailto:sheffieldfarmersmarket@gmail.com

