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Main Street ™ Executive Director

Department: 

Administrative

Reports To: 
Estacada Development Chair

Classified: 

Full Time Position with benefits


Date and Term:
July 1, 2014 – June 30, 2015

Hours:

Flexible, Some evenings and weekends expected

Rate:


$15/hr to $20/hr DOQ; 40 Hrs/week

Licenses:

Valid driver’s license

Minimum Qualifications: 
Bachelors Degree in Business Administration or similar Degree and/or equivalent combination of education and relevant experience.

The Estacada Development Association, (EDA), a 501.c.3, non-profit, corporation, is employing an Executive Director. This full time position will develop, implement and manage Estacada’s Main Street program.  This position will work closely with local businesses, the Estacada Chamber of Commerce and other business organizations, city management, mayor and council, property owners, and partners in order to support community revitalization in Estacada’s downtown commercial area.  This position will be responsible for the development, coordination, implementation, and documentation of the local Main Street revitalization efforts and will be the principal, on-site person responsible for coordinating program activities and volunteers, as well as representing the community regionally, statewide and nationally.  

Duties: 


1. Coordinates and assists the EDA’s Organization, Promotion, Design and Economic Restructuring (Business Development) Committees.

2. Researches funding opportunities and assists as needed to prepare grant proposals


and implements, with the Board, fund raising and grant writing projects.

3. Utilizes effective oral and written communication with businesses, business organizations, community members, Main Street offices and governments. Manages and updates website, social media sites and publishes a newsletter.

4. Utilizes the Main Street format to develop and maintain data to track the progress of the local Main Street programs and measure their effectiveness. Submits timely reports to county, state, city and other funding and reporting sources as required.

5. Develops and conducts on-going public awareness and education programs designed to enhance appreciation of the community’s assets and to foster an understanding of the Main Street programs goals and objectives. Uses speaking engagements, media interviews, and personal appearances to promote good public relations, program appreciation and volunteer recruitment. 

6. Organizes events and promotions that encourage local commerce and tourism.

7. Assists in developing façade improvements, improved signage, public art and other projects that improve appearance and visitor acceptance.

8. Develops marketing materials and campaigns to implement business recruitment and retention.

9. Follows all safety rules and procedures for work areas.

10. Develops and manages volunteer recruitment, training and recognition efforts.

11. Collaborates with the Board on policy and procedure development, financial reporting, budgeting, and banking.  

12. Completes all office-related tasks including but not limited to filing and answering the phone. 

13. Manages and performs other projects, functions, and tasks, as determined.

Skills and Abilities needed: 
• Excellent professional oral and written communication skills.

• Ability to work flexible hours that may include nights and weekends. 

• Must be self- motivated and able to operate with a minimum of supervision.

• Fund-raising and grant writing experience necessary. 
• Marketing, graphic design and advertising skills desired. 

• Knowledge and experience leading successful events and working with volunteers.
• Knowledge of commercial district/downtown public and private issues desired. 
• Good organizational skills and time management. 
• Urban Renewal, city planning and/or economic development experience. 
• Historic preservation knowledge desired. 
• Experience in administrative management. 

• Experience in leading teams and being a strong team member.
• Strong computer skills including competence in database management, power point, word processing, spreadsheet applications, graphic design software, web site management, email facility, Facebook and social media communication.

• Quickbooks experience is desired
Environmental Demands:

Must be able to operate standard office equipment, operate an automobile, visit businesses sites, attend statewide meetings and lift or move up to 30 lbs.

Employment Process:

Following receipt of applications and resumes the most qualified of applicants will be interviewed. All applicants will be notified of the final hiring decision.

How to Apply:

Submit a resume and one page letter that describes your relevant experience to: 

ATTN: Phil Lingelbach, Chair

Estacada Development Assn.

PO Box 1057

Estacada, OR 97023

Applications may also be sent by email attachment to: phillingelbach@aol.com 

For more information contact Phil Lingelbach at 503 630-3401
Deadline:

August 15, 2014 at 5PM
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