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Position Title: Main Street Executive Director 

The Renton Downtown Partnership is seeking a program executive director to coordinate 
activities within our downtown that utilize historic preservation as an integral foundation for 

downtown economic development. The program director is responsible for the development, 
conduct, execution, and documentation of the Main Street program. The program director is the 
principal on-site staff person responsible for coordinating all program activities and volunteers, 
as well as representing the community regionally and nationally as appropriate. In addition, the 

program director should help guide the organization as its objectives evolve. 

Position Details: 
Reports to: Renton Downtown Partnership (RDP) Board of Directors 

Hours of Work: Full time 40 hours/week 

Status: Salaried; exempt 

Starting Salary: $80,000 up to $90,000 (plus benefits package) 

Application Deadline: 5:00pm January 14, 2022. 

Key Duties and Responsibilities: 

We seek an Executive Director with the drive and vision to join us in cultivating a vibrant social, 
cultural, and economic center in downtown Renton. This position encompasses leadership, 
management, and execution. The position includes but is not limited to these key areas of 
responsibility: 

• Strategic Planning: Collaborate with the board on creating a mission-centered plan with
clear organizational priorities and benchmarks for progress.

• Leadership & Communication: Communicate RDP's mission to constituents, media, and
public; oversee communication of vision and strategic goals to a broadened community
audience; build relationships within various organizations and partners within
community, county, and state.

• Fiscal Management: Collaborate with the RDP Board to ensure financial viability by
planning and execution of annual organization budget, operating within the approved
budget, and ensuring maximum resource utilization.

• Operational Management: Establish employment and administrative policies and
procedures for all functions and for the day-to-day operation of the RDP; oversee
contracts for services.

• Fund Development: In collaboration with the RDP Board, expand revenue generating
activities to support existing and planned programs.

• Board Relations: Establish and maintain a positive working relationship with the Board of
Directors by consistently communicating program progress and needs, presenting at
monthly board meetings, and collaborating on annual organizational work plans and goal
setting.

• Main Street Approach™: Actively engages with offerings and trainings on the Main
Street Approach™, leads the RDP in utilizing Main Street strategies, and prepares all
reports required by the Washington State Main Street Program and that National Main
Street Center.
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Board and Committees: 

• Work independently and with the RDP's Board of Directors, program partners, and
volunteer committees to cultivate a more active, vibrant, and sustainable downtown.

• Attend board meetings to stay informed of Board activities and directives, to keep the
Board informed of important events, and communicate appropriate Board information to
the public.

• Submit a monthly report and alert Board to significant developments potentially affecting
the organization and the organization's operations.

• Support the Board in developing, implementing and carrying out strategies for
accomplishing identified priorities, goals and objectives.

• Attend committee meetings and meet regularly with committee chairs.

• Actively participate in educating, training, and continually guiding the committees to
accomplish their goals.

• Recruit committee and other volunteers and promote their active and broad participation
in the organization's work.

• Develop or adapt orientation materials; train and motivate volunteers serving as
committee members.

• Maintain a database for volunteers.

Financial: 

• Work with the President and Treasurer, and the Board, in preparing an annual budget
and a fundraising plan.

• Manage the daily operating budget and monitor the receipt and expenditure to assure
that funds are expended to the best advantage possible.

• Represent the RDP in approved business negotiations

• Enter into approved business agreements or contracts

• Collect data and information to support grant requests and assist the board with
developing applications for funding from foundations

• Coordinate and submit timely reimbursement requests for any grant funds and ensure
that all grant reporting requirements are met.

Communications: 

• Serve as the primary point of contact for the organization.

• Establish strong working relationships with diverse groups in the community, state, and
national levels.

• Provide face-to-face communication with downtown community, including business and
property owners.

• Manage and disseminate inbound and outbound communication for the organization.

• Ensure the board is kept consistently and fully informed on the condition of the
organization and all-important factors influencing it.

• Develop the capacity of the RDP to implement volunteer based, locally driven projects in
downtown. Manage the day-to-day operation of the RDP guided by annual goals and
work plans.

• Assist the Board of Directors and each of the four standing Main Street Committees in
developing and implementing both short and long-term work items that includes, but is
not limited to:
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a. Managing and tracking data related to the organization's efforts, including
membership, contact lists, building

b. inventories, economic investment, downtown vacancies, jobs creation or retention,
photo documentation, etc.

c. Encouraging appropriate visual improvements (utilizing historic preservation as a
basis) to district business/property owners

d. Developing and implementing marketing strategies designed to recruit new
businesses, retain existing business, and assist expanding businesses

e. Developing, planning, and staging marketing and promotional activities and events

f. Recruiting and training volunteers

g. Maintaining and developing public and private relationships

h. Fundraising, event planning, and grant writing

i. Develops a social media campaign highlighting unique features of Downtown

• Follow policies and procedures pertinent to the RDP’s operations and volunteer
administration

• Maintain official records and documents, and ensures compliance with federal, state,
and local regulations

• Attend workshops and trainings

• Complete all reporting requirement to Main Street Approach® and the city

• Supervise any staff or interns the RDP may employ

Community Engagement: 

• Serve as liaison between the RDP and the community and build relationships with all
downtown business owners to create a cohesive understanding and involvement in the
RDP.

• Promotes a positive organizational image and remains available to the public.

• Stay abreast and keep the board informed of downtown development needs and shifts
and recommends and implements modifications to meet changing needs.

• Work with boards and committees to develop business and community partnerships.

• Analyze community resources and develop strategies for achieving set goals.

• Present reports to the City Council and other commissions, committees, and boards as
needed. Update and coordinate the RDP’s event calendar.

Anticipated Results: 

• Support the organizational goals as defined by the Board of Directors.

• Encourage rehab/adaptive reuse projects.

• Support new infill construction projects initiated downtown.

• Business recruitment and retention.

• Develop programs that activate downtown.

• Expand community support of the RDP and downtown.

• Aid in the promotion of the organization's events, programs, and projects.

• Develop and implement a plan for sustainable funding for the organization in partnership
with the Board of Directors.
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Work Environment Expectations: 

• A significant portion of the job requires an "on the street" presence downtown, with the
executive director calling on businesses, property owners, and other community leaders
and/or members.

• Some of this job is performed at downtown events including supervision of event setup,
operation, and clean up.

• Occasional travel includes local, regional, and national meetings.

• This position may regularly require evening and weekend work.

Minimum Requirements: 

• You have at least 2 years’ experience with a nonprofit agency managing economic or
community development initiatives in a leadership capacity

• You are ideally familiar with the Main Street Approach™ to downtown revitalization, but are
up for learning and leading a team using this model if not

• You can foster and maintain strong, diverse relationships with civic leaders and community

• You can build, train, and encourage a team, including maintaining a positive working
environment which attracts, retains, and motivates high-quality employees and volunteers

• You have experience and interest in fundraising; especially working with a board of
directors to develop and implement successful fundraising strategies

• You have experience in one or more of the following areas: business/economic
development, city/urban planning, marketing, historic preservation, community organizing,
or volunteer management

• You embrace the concept that Main Street is for everyone and commit to leading with
diversity, equity, and inclusion; ideally you have experience working with or serving diverse
communities

• You are a strategic thinker, problem solver and community collaboration builder

• You are self-motivated and action-oriented

• You have strong writing skills

• You are tech-savvy and can work in MS Office applications, Google Drive, social media,
and basic website content management

• You have a bachelor’s degree or can showcase why your experience in program
development and fundraising should be comparable in lieu of a degree.

To Apply: Please complete the application and submit your resume, a one-page cover letter, 
contacts for (3) professional references online at rentondowntown.com/apply.  

Interviews will be conducted as soon as applications arrive. Incomplete applications will 
not be considered. 

Thank you for your interest in this opportunity. We will review submissions and contact 
eligible candidates for a series of interviews. Please do not contact the office directly. 

Renton Downtown Partnership | Main Street Approach®

Phone (650) 466-8393 · RentonDowntown.com · Email:RDP@gorenton.com 
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