
JOIN OUR TEAM!
Are you looking for a fulfilling opportunity to apply your skills, expertise and passions to directly 

impact a unique community in DC? Do you thrive in a diverse environment where you are 

responsible for building relationships with a wide variety of people? Are you energized by 

community outreach and public speaking? Are you a flexible leader willing to roll up your 

sleeves and work on the details while keeping your eye on the big picture? Are you seeking a 

career where each day is different from the last? 

 

If you answered yes to those questions, we’d love to hear from you! We’re looking for a 

collaborative leader to support hyper-local revitalization efforts along our commercial corridor 

(comprised of Upper 14th Street NW and Kennedy Street NW) in Washington, DC.  Uptown Main 

was founded in the fall of 2017 and brought on its first Executive Director in February 2018. 

We’ve had a very successful first year and are on our way to a successful second year. While 

we’re sad to lose our current Executive Director to the west coast, we’re excited to have our new 

hire and our current staff member overlap for a month so you can learn the ropes!  Read more 

about our organization and the vacant position below. 

 

Vacancy Announcement - Uptown Main Street Executive Director

DESCRIPTION 

About Us: 

Uptown Main Street, an officially designated DC Main Streets District, engages in small business 

retention and recruitment activities, provides small business technical assistance, works on 

promotional and marketing activities, engages in public space design, and management issues, 

among many other activities. 

 

Executive Director Job Description: 

Uptown Main Street Main Street is seeking a full-time Executive Director. Under direction of the 

Board of Directors (board) this individual will be responsible for the management, coordination, 

documentation, and implementation of the Main Street revitalization program, following the 

National Main Street Center’s Four-Point approach, which is outlined in more detail below. 

 



 

The Uptown Main Street Executive Director will coordinate activities within the boundaries of 

the Uptown Main Street Main Street service area that utilize historic preservation as an integral 

foundation for economic development. Under direct supervision of the board, they will be 

responsible for the development,, execution and documentation of the Main Street program. 

The Executive Director is the 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, along with the board, the Executive Director should help guide the 

organization as its objectives evolve. 
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Manage all administrative aspects of the Main Street program, including contracts, purchase 

orders, record keeping, budget development, accounting, preparing all reports required by 

the DC Main Streets program and by the National Main Street Center, assisting with the 

preparation of reports to funding agencies, and under the direction of the board, supervising 

employees or consultants.

 

Work in conjunction with the Uptown Main Street Main Street’s Board of Directors, to 

develop economic strategies that are based on historic preservation.

 

Coordinate the activity of the Main Street program committees, ensuring that 

communication among committees is well established; assist committee volunteers with 

implementation of work plan priorities.

 

Organization Committee: Assist the Board of Directors and committees in developing an 

action plan that will involve directly and indirectly all persons and groups in the 

neighborhood. Be mindful of and become familiar with the roles of various local interest 

groups.

 

Design Committee: Assist individual tenants or property owners with physical improvement 

projects through a small grant program or by obtaining and supervising professional design 

consultants; provide advice and guidance on necessary financial mechanisms for physical 

improvements. 

 

Promotion Committee: Develop and conduct on-going public awareness and education 

programs designed to foster an understanding of Uptown Main Street’s goals and objectives 

and to enhance appreciation of the neighborhood’s assets. Use speaking engagements, 

media interviews, and personal appearances to keep the program in the public eye. Advise 

neighborhood organizations and committees on Main Street program activities and goals; 

help coordinate joint promotional events, such as festivals or business promotions, to 

improve the quality and success of events and attract people to Kennedy Street NW and 

Upper 14th Street NW; work closely with local media to ensure maximum coverage of 

promotional activities; encourage design excellence in all aspects of promotion in order to 

advance an image of quality for Kennedy Street NW and Upper 14th Street NW. 

The Executive Director should carry out the following tasks, in conjunction with the board: 



 

 

With board oversight, the Executive Director supervises any necessary temporary employees, as 

well as professional consultants. They participate in personnel and project evaluations. The 

Executive Director maintains local Main Street program records and reports, establishes 

technical resource files and libraries, and prepares regular reports for the DC Main Street 

program and the National Main Street Center. The Executive Director monitors the annual 

program budget and maintains financial records, in conjunction with the board treasurer. 

 

 

About the Job: 

Main Street programs are, historically, single employee organizations, so the overwhelming 

majority of the work will fall to this position. That being said, part of the grant that will fund this 

project specifically allocates funding for on-the-job training, some of which will be provided by 

an experienced Main Street Manager of a local program. In addition, some limited 

administrative work may also be contracted, and the Board of Directors and Committee 

structures will also provide considerable support for this position. 

 

Uptown Main Street therefore seeks a highly organized, self-starting, capable Executive Director 

with incredible attention to detail to the day-to-day operations of a very small, yet very busy 

business-focused non-profit organization. 
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Economic Vitality: Utilizing the Main Street program format, develop and maintain data 

systems to track the progress of the local Main Street program. These systems should include 

economic monitoring, individual building files, photographic documentation of physical 

changes, and statistics on job creation and business retention. Provide advice and 

information on successful management. Coordinate the development of corridor-specific 

research and resources and disseminate information on best practices for development with 

all stakeholders.

 

Help build strong and productive relationships with appropriate public agencies at the local 

government in order to assist the Uptown Main Street with implementation of planned 

improvements and events and to ensure the benefits of Upper 14th Street NW and Kennedy 

Street NW to the city are well understood by policy makers. Encourage a cooperative climate 

among neighborhood interests and local public officials.

 

Work closely with other local stakeholder groups and organizations to ensure cooperation 

between programs. Collaborate with local community groups to create events encompassing 

diverse stakeholders that benefit the entire Kennedy Street NW and Upper 14th Street NW 

community.

 

Represent Uptown Main Street to important constituencies at the local, state, and national 

levels. Speak effectively on the program’s directions and work, mindful of the need to 

improve state and national economic development policies as they relate to commercial 

districts.



 

3-5 years of project management experience (though an advanced degree can be 

substituted for experience).

 

Working experience in one or more of the following areas: commercial district management, 

event planning, economics, finance, public relations, urban planning/design, business 

administration, public administration, fundraising and development, retail management, 

graphic design, volunteer or non-profit administration, architecture, historic preservation, 

and/or small business management, and/or small business technical assistance.

 

Relevant undergraduate university degree is required. A master’s degree is preferred but not 

required. Preferred concentrations include urban planning, public administration, business 

administration, historic preservation, economics, finance, management, marketing, or other 

related fields.

 

Ability to demonstrate an understanding of the design, preservation, and other issues facing 

the Upper 14th Street NW and Kennedy Street NW business community, property owners, 

public agencies, and community organizations.

 

Excellent written and verbal communication skills are essential.

 

Supervisory skills are desirable.

 

A good sense of humor, and ability to be flexible is key. This is a role best suited for someone 

who wants to wear many hats throughout the day and has the ability to adapt to many 

different environments easily.

 

Applicants should have a friendly and kind demeanor. This role is best suited for someone 

who considers themselves a “people person”.

 

Applicants who are bilingual are encouraged to apply. Our program provides language 

access services in Spanish and strives to translate all other essential documents into Amharic, 

Mandarin and Korean. Applicants who can demonstrate written and verbal fluency with one 

or more of these languages are encouraged to designate these skills on their resume and 

cover letter.

 

A demonstrated sensitivity towards diverse communities is essential. Our Main Street is one 

of the most dynamic and diverse in the city and the ability to serve all stakeholders with 

respect is required for this role.
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To apply, please send a single PDF containing your cover letter, resume, and a short writing 

sample to info@uptownmainstreet.org. Please include ‘Main Street Executive Director Position’ 

in the subject line. Uptown Main Street is an equal opportunity employer and does not 

discriminate based on any class protected by law. All qualified and ambitious applicants are 

encouraged to apply! Note that preference will be given to DC residents, particularly those with a 

connection to and understanding of the corridor. 

 

 

Range: $55,000 - $60,000. Salary will be determined on experience and available resources. 

 

 

The Uptown Main Street will offer a benefits package that will includes fully-paid health and 

dental insurance, in addition to a generous amount of annual and sick leave. The Uptown Main 

Street board prioritizes professional development and sets aside money annually for its 

Executive Director to pursue professional development opportunities. 

 

 

Our standard office hours are 9:00 AM to 5:00 PM, however, some evenings and weekends may 

be required. This is a full time position. 

 

 

English is required, Spanish is highly desired. Bilingual candidates that can demonstrate written 

and verbal proficiency in other languages, including Korean, Mandarin & Amharic are 

encouraged to apply and note this on their application materials. 

 

 

Professional 

 

 

4-year degree 

 

 

Full Time 

 

 

June 1, 2019 
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