Caro Downtown Development Authority
DDA Director Job Posting
Position Type: Part-Time
Reports To: Caro DDA Board of Directors 

Position Summary
The Caro Downtown Development Authority (DDA) is seeking a dynamic, self-starting Part-Time DDA Director to lead initiatives that support the economic vitality, development, and promotion of downtown Caro. 
The DDA Director will work closely with the DDA Board of Directors, business and property owners, community partners, and local and state agencies to strengthen downtown Caro as a vibrant place to live, work, and visit. This role includes project management, budgeting, marketing and communications, event and infrastructure planning, and support of related downtown programs. The DDA Director functions with considerable independence and is accountable for achieving results that align with the DDA’s objectives. 
Essential Duties and Responsibilities 
DDA Administration and Planning
• Coordinate and implement projects and initiatives that advance the DDA’s mission and strategic goals.
• Develop and administer the DDA’s annual budget.
• Research, analyze, and recommend new economic development and downtown improvement initiatives.
Knowledge, Skills, and Abilities
The ideal candidate will demonstrate the following: 
• Basic knowledge of business, economic development, and downtown development, or a strong willingness to learn.
• Entrepreneurial, self-starting, energetic, and imaginative approach to work.
• Strong organizational and time-management skills, with the ability to work independently.
• Effective verbal and written communication skills with a wide range of stakeholders.
• Ability to build and maintain positive relationships with business and property owners, community groups, and public agencies.
• Proficiency with Microsoft Office products (Word, Excel, PowerPoint), spreadsheets, and basic database management.
• Ability to manage and update websites and social media platforms, or willingness to learn.
• Grant writing experience or willingness to develop grant writing skills.
• Ability to work outdoors in all four seasons.
• Ability to lift and carry up to approximately 40 pounds.
• Willingness to work a flexible schedule, including some evenings and weekends for meetings and events. 
Education and Experience
• Minimum of two (2) years of administrative experience required.
• Experience in community development, economic development, downtown management, event planning, marketing, public administration, or related fields is desirable. 
Work Environment and Schedule
This is a part-time position. 
The DDA Director will work a flexible schedule based on project needs, meetings, and events. Evening and weekend hours may be required for DDA Board meetings, community events, and downtown activities. 
The position involves a combination of office work and outdoor work within the downtown district, with regular interaction with business and property owners, community partners, and the general public. 
Compensation
Compensation will be determined by the Caro Downtown Development Authority based on experience and qualifications. 
How to Apply
Interested candidates should submit a resume and cover letter outlining their qualifications and interest in the position to:
Rita Papp, City Clerk, 317 S. State St., Caro, MI 48723
rpapp@carocity.net
Applications will be accepted until April 8, 2026 at 4:00 p.m.
Full Job Description is located at: City of Caro website www.carocity.net



