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Our VISION is to lead and nurture a vibrant Downtown Missoula as a place where people are 
inspired to live work, shop and play. We do what you love in Downtown Missoula!

Position Description
Job Title: 	Program Director
Reports to:  	Executive Director
Hours: 	30 hours/week
Wage: 	$22-$25/Hour
Benefits: 	Leased parking
Function:  	This temporary position will cover the responsibilities of the Program Director, which includes communications, program management, event production, and support services

Duties and Responsibilities:
· Communications
· Prepare and disseminate weekly electronic communications for MDA members
· Prepare and disseminate monthly electronic communications to community members
· Prepare, design, print and disseminate quarterly communications to BID and MDF stakeholders
· [bookmark: _Hlk27039789]Assist with website, publications and marketing support
· Support donor development communication and outreach initiatives

· Unseen Missoula Management
· Ensure Unseen Tours are operating at the highest level
· Oversee tour guide contracts, scheduling, troubleshooting
· Manage customer relations and revisions
· Support Heritage Missoula Committee work
· Establish schedule and guides for From Paste to Plate Dinner Tours

· Event Support
· Assist with MDA Summer Barbecue
· Assist with the development of Roots Family Fun Fest
· Assist with volunteer recruitment for Roots Fest

· Grant Support
· Assist with Arts & Culture Impact communications
· Assist with Business Support communications and outreach

· Other Duties as needed



Skillsets Needed for the Position: 
· Interest in learning and connecting with the Missoula community
· Desire and ability to serve others and the community
· Proven time management and organizational skills
· Ability to manage multiple projects and programs simultaneously and meet deadlines

Preferred Qualifications (knowledge, skills and abilities): 
· Bachelor’s Degree or equivalent experience preferred
· Outstanding customer service skills
· Excellent oral and written communication skills
· Ability to establish and maintain effective working relationships with a variety of individuals
· Ability to use general computer and office equipment
· Proficiency in MS Office, MailChimp, Canva, and InDesign



Downtown: Connecting Our Community!
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