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Programs Manager (Associate Director) 
The Downtown Oregon City Association seeks a motivated self-starter to tackle a range of 
projects and programs to enhance our small town charm, integrate Downtown Oregon City 
with adjacent neighborhoods to become a live/work district, and become a destination known 
for retail, culinary, and craft beverage experiences. 
 
The Programs Manager position was created to manage projects and programs across all four 
points of the Main Street Approach® including business and property development, marketing 
and events, community engagement, and placemaking. 
 
The Programs Manager works closely with, and at times acts on behalf of the Executive 
Director. The Programs Manager works alongside the Operations Manager and Office 
Administrator. 
 
The First Six Months 
Given the timing of this position’s availability, the successful candidate will need to be 
comfortable with, and excel at, jumping midstream into the production of three major 2018 
summer events: First City Celebration on July 14, Oregon Trail Brew Fest on August 4 & 5, and 
the Oregon Trail® Game 5k on August 5. All staff are involved in making these events a 
success. Simultaneously, the Programs Manager will be working with the Executive Director on 
implementation of a refreshed committee structure and supporting other projects and 
programs as needed. 
 
After the completion of major summer events produced by DOCA, the Programs Manager will 
work with other staff and the Steering Committee to create a 2019 organization work plan and 
to produce fall and winter programming. 
 
ABOUT DOWNTOWN OREGON CITY 
Downtown Oregon City is the historic home of the City of Oregon City, the first incorporated 
city west of the Rocky Mountains. Situated at the end of the Oregon Trail, the district plays an 
important role in Oregon’s history. Today, Downtown is a revitalizing business district known 
for its burgeoning restaurant scene and an increasing array of eclectic retailers. 
 
ABOUT THE ORGANIZATION 
2018 Great American Main Street Award Winner, Downtown Oregon City Association (DOCA), 
originally known as Main Street Oregon City, is an award-winning 501c(3) charitable non-profit 
organization focused on the revitalization of Oregon City’s historic downtown. DOCA is 
supported by a 13-member volunteer board of directors, volunteer task forces and advisory 
groups, and over 150 annual volunteers. Four office staff members work on a broad cross-
section of projects; all designed to support a more vibrant community, preserve and restore 
Oregon City’s historic civic center, and enhance the economic opportunity of Oregon City’s 
citizens and entrepreneurs. DOCA’s programs are rooted in four key areas: promotions, 
marketing, and tourism; design and beautification; economic enhancement and research; and 
community engagement. 
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DOCA is most known for Oregon City’s most prominent civic events including the First City 
Celebration, Oregon Trail Brew Fest, Cruise to Downtown Oregon City Car Show, and Oregon 
Trail® Game 5k — Downtown’s civic events have more than 20,000 attendees per year. 
Beyond events, DOCA has been pivotal in helping property owners restore or reconstruct their 
facades, conducting economic research and advocating for programs that supports the 
continued growth of existing businesses and the recruitment of new qualified businesses, and 
engaging in community-wide outreach. 
 
APPLICATION INSTRUCTIONS 
Qualified applicants should submit all application materials no later than Wednesday, April 18, 
2018. Questions about the application and posting should be forwarded by email to 
jobs@downtownoregoncity.org. 
 
While there is no minimum experience required for any of the job functions, applicants MUST 
demonstrate transferable knowledge and demonstrated skill for each of the job duties. 
 
Required Materials: 
- Cover Letter 
- Resume 
- Answer to supplemental question: Please describe the Main Street Approach® in your own 
words and why you think it benefits Downtown Oregon City. (Limit 400 words) 
 
Selected applicants may be asked to complete additional supplemental questions before an 
invitation to interview.  
 
Apply online at downtownoregoncity.org/jobs 
 
Main Street Oregon City (DBA Downtown Oregon City Association) is an Equal Opportunity Employer. 
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JOB DESCRIPTION 
Position:  Programs Manager (Associate Director) 
Status:   Exempt, Full-Time 
Reports to:   Executive Director 
Wage:   $40,000 to $50,000 per year depending on experience 
 
NECESSARY SKILLS 

• Must enjoy people 
• Strong oral, written, and interpersonal communication skills 
• Proactive, professional, creative, curious, and hardworking 
• Possess a high standard for accuracy and attention to detail 
• Ability to independently move assignments to completion with only basic instruction 

and minimal supervision 
• Ability to manage many details and priorities 
• Excellent information management and analytical skills, ability to translate community 

input into program recommendations and strategic priorities 
• Ability to apply brand and strategic standards across a wide range of project types 
• Excellent Microsoft Office skills, including Excel, Word, and PowerPoint 
• Ability to manage a budget; familiarity with nonprofit financial reporting 
• Ability to work successfully and respectfully with diverse staff, partners, organizations 

and communities, and maintain space for all voices 
• Ability to navigate and respect a diversity of backgrounds, perspectives, personalities, 

and communication styles 
• Comfortable with fundraising and sales 
• Ability to manage workload and anticipate upcoming program needs, as well as 

respond to shifting priorities 
• Must be willing to support the success of the DOCA organization and cheerfully take 

on tasks as needed to make events and efforts succeed 
• Must adhere to strict confidentiality policies and procedures 

 
PREFERRED SKILLS 
The Programs Manager position is designed to be flexible based upon the strengths of the 
candidate and how well those skills dovetail with the skills of other staff members. The 
strongest candidates will have experience in some of the following areas. 
 

• Main Street Approach®, especially the Main Street Refresh and Transformation 
Strategies 

• Grant writing 
• Working with students and interns 
• Working with and managing volunteers 
• Small business development and entrepreneurship 
• Adobe Creative Suite, especially Adobe InDesign 
• Squarespace (or similar website content management system) 
• NeonCRM (or similar member management and customer relationship management 

database system) 
• Quickbooks (or other bookkeeping system) 
• Developing budgets  
• Sponsorship and membership sales 
• Annual fundraising campaigns 
• Cloud based office systems including Dropbox, VOIP phone systems, and Google Apps 
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RANGE OF DUTIES 
The Programs Manager’s duties encompass a variety of tasks. Projects and programs are 
assigned based on organization need, work plan, and employee skillset. Under the supervision 
of the Executive Director, the Programs Manager may be responsible to: 
 

1. Be knowledgeable about the four-point Main Street Approach® to downtown 
revitalization. 

2. Be well-versed in DOCA’s mission, goals, and objectives. 
3. Manage projects and programs. Assigned projects may be in any of DOCA’s 

program areas: 
a. Marketing, Promotions, & Events 
b. Tourism & Visitor Services 
c. Clean & Safe 
d. Business & Property Development 
e. Parking & Connectivity 
f. Friend & Fundraising 
g. Community Engagement 

4. Recruit, evaluate, retain, and recognize volunteers, including members of the task 
forces, special project and short-term volunteers. 

5. Write and manage grants to support assigned projects and programs. 
6. Fundraise including sponsorship recruitment, membership development, and 

fundraising events. 
7. Engage and form relationships with persons and groups directly or indirectly 

involved in the revitalization of Downtown Oregon City. 
8. Provide support to assigned task forces and work collaboratively with DOCA’s task 

force volunteers and community partners to implement the goals and objectives 
established by the Board of Directors. 

9. Attend Board of Directors, committee, sub-committee, and task group meetings 
as necessary. 

10. Assist the Executive Director with and/or lead the creation and maintaining of 
procedures for special events, data collection for reports, and other projects as 
needed. 

11. Write, edit, and publish informational brochures, information packets, and flyers as 
needed. 

12. Contribute to the production and editing of DOCA’s stakeholder communications 
and newsletters. 

13. Serve as the lead staff support for assigned promotional events and activities, 
including event coordination and planning, sponsorship acquisition, and publicity. 

14. Oversee the development and maintenance of DOCA’s database. 
15. Ensure that all outgoing materials adhere to the quality standards and standards 

and represent the policies and goals of DOCA.  
16. Prepare and/or assist the Executive Director with necessary reports, summaries, 

and research projects as requested. 
17. Represent DOCA on outside committees and/or projects. 
18. Perform other duties as assigned from time to time by the Executive Director. 

 
WORK ENVIRONMENT AND ESSENTIAL PHYSICAL AND TIME REQUIREMENTS 
DOCA is an open and collaborative work environment. 

• Ability to lift and carry 40 pounds 
• Ability to walk at least 10 blocks, climb steps and long periods of time standing 
• Ability to work occasional weekends and attend weeknight events/meetings 
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BENEFITS 
• Health Insurance 

o Currently, Kaiser Permanente Platinum 0/20 with $0 deductible. 100% 
employer paid premium for employees. Plan details: http://bit.ly/2H4pt6z 

o Spouses and dependents are able to join DOCA’s plan but employee is 
responsible for additional premiums. 

• 8 paid holidays per year 
• 10 paid vacation days per year 
• Employer paid sick time accrued at 1 hour per 30 hours, or as required by Oregon law. 

 


