Cass County Agricultural Society
Job Description: Fair Manager
The position of Fair Manager of the Cass County Agricultural Society includes, but is not limited to, such duties as:
1. Booking rental dates for the grounds and any buildings, including meeting with prospective renters, answering questions, ensuring the rented areas are clean and prepared for rental, collecting deposits and signed contracts, inspecting the areas for damage within 24 hours after the rental is completed, cleaning used towels and rags, and cleaning anything left behind by the rentals.
2. Basic maintenance of the buildings and grounds, such as changing light bulbs, ordering necessary supplies, sweeping, organizing, etc. If more extensive repair is required, must contact the fair board and inform them of the issue.
3. Being the board contact person for general inquiries, including rentals, questions about the fair, vendor contact, companies coming to bid projects on the grounds, etc. and passing the information along to the board if needed.
4. Maintain the fair website, fair book, and fair schedule. This includes updating these publications with current events and schedule, current sponsors, current contact info, etc., and coordinating the printing and distributing of the book and schedule before the fair.
5. Order trophies and ribbons for Open Class and special contests.
6. Sending out vendor letters for the fair and organizing booth location, as well as collecting fees and signed contracts from them.
7. Checking on camper entry and exit times and ensuring correct camper rental fees are collected throughout the active campground months.
8. Organizing camper and boat storage entry and exit days for the winter months and collecting signed contracts and fees.
9. Watering landscaping and flowers if needed during the summer.
10. Answering any voicemails and emails that come in to the fair office phone or email account.
11. Oversee the sponsorship assistant position to ensure sponsorship letters are sent, contracts, signed, and appropriate ads, etc. are ordered and completed.
12. Attending fair board meetings each month, currently in the evenings on the second Monday of each month, to give a manager’s report and answer any questions the board may have.
13. Anything else the board may require assistance with throughout the year.
If interested or with any questions, please submit your resume to casscountyagsociety@gmail.com. Deadline to apply is May 15, 2026.
