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[bookmark: _Hlk219723886]Executive Director – Melbourne Main Street
Organization: Melbourne Main Street, Inc.
Classification: Full-Time / Exempt (Hybrid/Remote Flexibility)
Reports to: Board of Directors 
Location: 2004 Vernon Place, Melbourne, FL 32901 (Downtown Melbourne) 

About Melbourne Main Street
Melbourne Main Street is a 501(c)(3) nonprofit organization and an accredited Florida and National Main Street program dedicated to revitalizing and strengthening Downtown Melbourne. Guided by the nationally recognized Main Street Four-Point Approach®—Organization, Design, Promotion, and Economic Vitality—the program fosters a thriving district that blends history, business, culture, and community.
Website: https://downtownmelbourne.com/ 
Facebook: https://www.facebook.com/MelbourneMainStreet 
Instagram: https://www.instagram.com/melbournemainstreet/ 

Position Summary
The Executive Director is the chief administrative and professional leader of Melbourne Main Street. This role is responsible for coordinating, managing, and executing the organization’s programs, partnerships, communications, and operations in alignment with the Board-approved strategic plan and annual work plan.
The Executive Director brings significant expertise, community relationships, and experience in downtown revitalization, nonprofit management, and economic development. This expertise is critical to the successful execution of programs and initiatives.
[bookmark: _Hlk219723918]This is a results-driven role requiring flexibility, professional autonomy, and focus. It is not a traditional 9–5 position; it often requires evening, weekend, and on-site participation, as well as the ability to work remotely or in focused environments when appropriate.

Core Responsibilities
Leadership & Administration
· Oversee day-to-day operations, including finances, communications, partnerships, programs, and compliance.
· Implement initiatives that advance the organization’s strategic plan, created or recommended in collaboration with the Board and Committees.
· Provide guidance and recommendations to Committees to support effective program execution.
· Ensure that programs, events, and operational tasks are carried out successfully, drawing on professional expertise and judgment.
· Maintain Florida and National Main Street accreditation through reporting, documentation, and best practices.
· Coordinate and support Committees to ensure alignment with strategic initiatives and progress toward goals.
· Supervise staff, contractors, and volunteers, fostering a collaborative and professional culture.
· Represent Melbourne Main Street in meetings with government, civic, and community partners.
· Ensure compliance with the Funding Agreement between the City of Melbourne and MMS.
· Exercise professional autonomy in determining the most effective environment to complete work — office, remote, or on-site downtown — to ensure focus, productivity, and successful outcomes.

Board and Committee Relations
· Partner with the Board of Directors to implement the strategic plan. Receive direction from the Board of Directors regarding prioritization of work efforts. 
· Provide professional guidance, recommendations, and updates to the Board while maintaining operational responsibility.
· Empower Committees to lead initiatives and participate in strategic implementation.
· Facilitate collaboration among staff, Committees, and community stakeholders.
· Ensure Board and Committee proposals are actionable, aligned with priorities, and effectively supported.

Financial & Operational Management
· Develop and manage annual budgets, financial reports, and cash flow in partnership with the Finance Committee, CPA, and Jitasa.
· Oversee accurate and timely invoicing, approvals, account classifications, and reporting.
· Support Board-led fundraising efforts through sponsorship fulfillment, donor communications, and reporting.
· Ensure fiscal responsibility, transparency, and compliance with nonprofit regulations.

Economic Vitality & Business Engagement
· Serve as liaison to downtown businesses, property owners, and developers.
· Provide guidance, connections, and advocacy to support business and downtown growth.
· Oversee initiatives such as the Downtown Advantage Program, business retention efforts, and public safety partnerships.
· Track business activity, openings, and closures to inform strategy and reporting.

Marketing, Communications & Events
· Manage & Collaborate with Director of Events/Marketing, a full-time support employee of MMS.
· Implement marketing and promotion initiatives created or recommended in collaboration with the Promotions Committee.
· Manage social media, website, e-newsletters, and public communications.
· Serve as spokesperson and brand ambassador for Melbourne Main Street.
· Oversee advertising, media partnerships, and public relations.
· [bookmark: _Hlk219723957]Plan and execute key downtown events, including (subject to change over time):
· Downtown Botanical Fest
· Puttapalooza
· Trash Bash
· Trick or Treat
· Candlelight Shopping Series
· Downtown Food & Wine Festival (or replacement)
· Manage outside creative vendors for design, graphic solutions, and other visual communications.
· Evaluate events for impact, participation, and community engagement.

Community Relations & Advocacy
· Build strong relationships with city, county, state, and community partners.
· Meet Regularly with City/CRA Staff to collaborate on strategies, projects, and programs to fulfill Funding Agreement relative to the DTMB CRA.
· Advocate for policies, funding, and initiatives that support downtown revitalization.
· Represent Melbourne Main Street at public meetings, events, and regional partnerships.

Reporting & Compliance
· Submit reports to the Board, Florida Main Street, CRA, City Council, and funding agencies.
· Prepare annual reports, grant documentation, and performance metrics.
· Maintain accurate and organized records for members, donors, sponsors, and businesses.

[bookmark: _Hlk219724008]Work Environment & Flexibility
· Position Type: Hybrid/Flexible 
· Melbourne Main Street recognizes that the Executive Director role requires focus, concentration, and adaptability.
· The Executive Director has the autonomy to determine the most effective environment to complete work — office, remote, or on-site downtown.
· Productivity, communication, and performance are measured by outcomes and results, not physical presence.
· Evening and weekend participation in meetings, events, and community functions is expected.
· Success depends on collaboration with the Board and Committees; operational execution and program delivery rely on the Executive Director’s expertise and experience.

Qualifications
· Bachelor’s degree in nonprofit management, public administration, business, marketing, or related field  (Master’s preferred but not required).
· Minimum 5 years of leadership experience in nonprofit, community development, or downtown revitalization.
· Demonstrated ability to manage complex projects with limited staff support.
· Strong skills in budgeting, fundraising support, communications, and community engagement.
· Strong skills and knowledge of social media and related digital media is a positive.
· Understanding of the Main Street Four-Point Approach® and downtown revitalization principles.
· Exceptional relationship management and networking abilities.
· Demonstrates flexibility with hours of work, which will include select nights, weekends, and occasional travel.
[bookmark: _Hlk219724021]
[bookmark: _Hlk219724015]Compensation
Melbourne Main Street is committed to developing sustainable funding and staffing to support the role’s scope and impact.
· Base Salary: Commensurate with experience and qualifications, starting at $75,000.00 – 
· Bonus Program: Performance-Based
· Health Insurance: Monthly Stipend
· Auto/Vehicle: Monthly Stipend
· Cell Phone: Monthly Stipend
· Laptop: Included
· Travel Expenses: Included

Main Street Philosophy
Melbourne Main Street operates under a collaborative model:
· Board: provides strategic leadership, governance, and fundraising.
· Committees: implement initiatives and mobilize volunteers.
· Executive Director: coordinates operations, manages execution, and ensures results with professional autonomy.
· Community: includes community leaders, major employers, strategic partners, and stakeholders who contribute expertise, resources, and engagement to support downtown revitalization.
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