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Job Number:
0624
Job Title:
Main Street Manager
Date:
10-2023
Primary Reason Why Classification Exists

To perform professional, promotional and consultative work to manage and administer the Main Street business development program for the City.
Distinguishing Features of the Class

An employee in this class is responsible for consulting with local officials, business, and community leaders for the purpose of promoting the City’s downtown business district, furthering economic development in the City through the facilitation of business expansion and retention, and attraction of new business into the City. The primary focus is the coordination of the Main Street program, marketing the downtown, planning and implementing special events to promote the downtown and related tasks. Work may also include the coordination of the physical, economic and social development of the City to enhance the use of existing infrastructure to maintain and strengthen the tax base. Duties include development of data, statistics and publications, which portray the economic potential of the City; identification of prospective businesses; and maintaining proper records, reports and public information for the program. Work requires considerable planning and timely execution of work. Employee must exercise independent judgment and simultaneously must consider financial, socioeconomic, legal and regulatory variables as they affect the City..  Work also includes coordination of downtown board activities, grant development, coordination of Main Street program, and related tasks. Work is performed under the general supervision of the Cultural & Creative Development Director and is evaluated on attainment of specific performance objectives, personal observation, feedback from stakeholders, visitors, the general public and other performance criteria.

Illustrative Examples of Work Performed
· Develops, conducts, executes and documents the Main Street Program including attendance at and membership in numerous committees such as Tourism Development Authority, VEDIC, Main Street Advisory Board, Historic Morganton Festival (HMF), Inc. Board, Parking Advisory Board, NC Festival and Events Association, NC Main Street Partners; researches and recommends policies and strategies to the committees, City Council and others to accomplish work plan goals and to address downtown stakeholder concerns.
· Manages, coordinates, plans, and organizes the annual Historic Morganton Festival (HMF), a two-day event of crafts, food, and live music. 

· Solicit and seek out sponsors for the HMF

· Manages department projects  such as events requiring diverse and detailed problem solving, progress tracking, coordination across departments, other units of local government, the private and non-profit sectors.

· Manages the Main Street budget including special events, marketing, , etc.; applies professional judgement regarding the allocation of resources; monitors and coordinates the provision of City services to the Main Street area.
· Provides outreach in the community, with stakeholders and others, to facilitate district awareness and understanding of on-going projects by way of regularly scheduled outreach as well as on-going and as-needed press release development; responds to outside inquiries about the district.

· Conducts market studies for the downtown district; builds and maintains a comprehensive real estate database for the district, demographic profile of local residents and downtown customers, retail environment and retail sales, prospective business resources, etc.; applies market study research to business recruitment and real estate reinvestment projects.

· Serves as part of the event planning team for all Advisory Committee sponsored events; serves as an event consultant to outside agencies conducting special events in the downtown district; represents the interests of the Main Street district.

· Prepares and maintains program reports required by the North Carolina Main Street program for yearly program certification; monitors program performance and recommends and implements modifications to systems and procedures as needed; pursues state and national recognition for the program through appropriate award programs.

· Manages the work of department staff.
· Performs other related work as required

Knowledge, Skills, and Abilities

· Comprehensive knowledge of principles and practices of public/business administration as applied to natural resources, population, cultural features, and other economic and social matters. 

· Thorough knowledge of government programs, laws, and services. 

· Thorough knowledge of office computer software, working familiarity with other technology used to perform position duties; ability to read and interpret topographical, and other maps. 

· Working knowledge of municipal zoning and infrastructure, and planning programs and processes. 

· Ability to interpret and apply broad trends to local circumstances
· Ability to make important judgements with regard to varied business matters of significance to the City
· Ability to communicate effectively both orally and in writing
· Ability to plan, coordinate and supervise the work of others
· Ability to establish and maintain effective working relationships with municipal officials, employees, and the general public and to exhibit a professional demeanor
· Ability to exercise judgment in decisions with confidential information, data, and materials in conformance with laws, regulations, and policies

· Ability to maintain moderately complex records and prepare written narrative reports including those requiring statistical summaries and charts

· Ability to plan and prioritize work functions and coordinate activities with management and other staff

· Ability to work evenings and other flexible schedules

Physical Requirements
Work in this class is generally classified as light work requiring the exertion of up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects. Work requires physical activity such as climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, fingering, grasping, feeling and repetitive motion. Work also includes the ability to see, hear, talk, and physically move about the office. Visual acuity is necessary to read materials and operate computer terminals and other office equipment
Working Conditions
Work is performed primarily in an environmentally controlled environment without exposure to harmful chemicals, personal danger, or other workplace hazards; however, a significant portion of time can be performed in an outside environment where the employee is not substantially exposed to adverse environmental conditions.
Education

Education requirements are what is typically found from post-secondary education across fields related to the responsibilities, such as Business, Marketing, Urban Planning, Architecture, Historic Preservation, Public Relations, Public Administration, Planning or related field of study; Bachelor’s degree preferred or an equivalent combination of education and experience.
Experience

Five (5) or more years of directly related experience, or an equivalent combination of education and experience.
Special Requirements

Valid North Carolina driver’s license
FLSA Status: Non-Exempt 
Disclaimer

This classification specification has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees to perform the job. The City of Morganton reserves the right to assign or otherwise modified 

October 2023
