


City of Caro
Downtown Development Authority (DDA) Director
Job Description

Position Summary
The DDA Director would need to have general knowledge of what the Downtown Development Authority is, or be willing to learn the purpose. The DDA Director functions with considerable independence in job related activities and is held accountable for the results. The Director works with the DDA Board on projects as assigned, while always maintaining the DDA Objectives.  The Assistant promotes development through the DDA District by utilizing various public relations initiatives and works cooperatively and effectively with business and property owners. This position is very involved in infrastructure planning and event planning in the DDA District area. Such initiatives include community-wide wayfinding, streetscapes, and the farmers’ market. The group will also be encouraging the development of businesses and physical spaces within the DDA District.  The Director manages the Caro Farmers Market and other projects and events, coordinating all functions of the market including but not limited to vendor registration, attending all necessary trainings, contracted and volunteer services, community engagement and social media platforms.  The DDA Director reports directly to the DDA Board of Directors and is employed by the DDA.

Knowledge, Skills and Abilities
· Basic knowledge of business, economic and downtown development
· Answer and direct phone calls and emails
· Must be entrepreneurial, self-starting, energetic and imaginative
Must be organized and capable of functioning effectively in a very independent environment.   
· Ability to communicate effectively orally and in writing with the DDA Board of Directors, contractors, vendors, property owners, business operators/managers, supervisors, volunteers and the general public.
· Become familiar with all persons and groups directly and indirectly involved in the downtown. Mindful of the roles of various downtown interest groups,
· [bookmark: _Hlk181274632][bookmark: _Hlk181274613]Help build strong and productive relationships with appropriate public agencies at the local and state levels.
· [bookmark: _Hlk181274725]Must be proficient in Microsoft office products, spreadsheets, data-base management and PowerPoint.
· Able to maintain Caro DDA website and all social media outlets.
· Grant Writing experience or the willingness to learn the skill.
· Ability to lift and carry up to 40 pounds.  
· Ability to work in an outdoor environment in all four seasons and handle an unconventional work schedule, including days, nights and weekends.

Education and Experience
· 2 years minimum of administrative experience
This job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

Compensation
Salary is negotiable based on experience. Benefits include medical, dental, vision and life insurance, STD/LTD, vacation, sick time, paid holidays, family friendly work environment, phone allowance and education and professional development reimbursement.
Interested candidates, send resume and cover letter to: Rita Papp, City Clerk 317 S. State St., Caro MI  48723 or email to rpapp@carocity.net.
Deadline: April 27, 2026 at 4:00 p.m.




