
Historic Downtown Kennewick Partnership 
Main Street Executive Director 

 
 

Job Type : Full-time Exempt 
Reports to : Board of Directors 

Organization Overview  
The Historic Downtown Kennewick Partnership (HDKP) is a volunteer-driven 501(c)3 nonprofit 
corporation aspiring to reflect our diverse community, provide an inclusive and vibrant 
downtown destination, encourage economic and creative opportunities, and preserve our rich 
history to support a dynamic future.  

Position Summary  
The Executive Director (ED) coordinates activity within a downtown revitalization program that 
utilizes historic preservation and revitalization as an integral foundation for local economic 
development. He/she is responsible for the development, conduct, execution, and documentation 
of the Main Street program. The ED is the principal on-site staff person responsible for 
coordination of all program activities and volunteers, as well as representing the community 
regionally and nationally, as appropriate. In addition, the ED will work closely with the City of 
Kennewick, Port of Kennewick, Visit Tri-Cities, and community leaders in order to reach 
identified benchmarks and guide the organization as it evolves.  

Necessary Qualifications 
Job Knowledge and Skills Required 
The ED should have the education (Bachelor’s degree preferred, Associate’s degree considered) 
and/or experience in one or more of the following areas: commercial district management, 
economics, finance, public relations, planning, business administration, public administration, 
retailing, fundraising, volunteer or non-profit administration, architecture, historic preservation, 
and/or small business development. The ED must be sensitive to design and historic preservation 
issues and understand the issues confronting downtown business owners, property owners, 
public agencies, and fellow community organizations.  

The ED must be a self-starter who is energetic, entrepreneurial, creative, and well-organized. 
They must be capable of working in an independent as well as in a team environment, and be 
able to take direction from the Board of Directors (Board). Excellent written and verbal 
communication skills are essential. Supervisory skills are desirable. 

The ED must be proficient in Windows-based computer programs and social media marketing. 
Graphic design software knowledge is also desirable.  

Certifications or Licensure 
A valid Washington driver’s license is required.  Main Street America Revitalization 
Professional (MSARP) Certification must be acquired within 24 months. 
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Range of Duties to be Performed  
Furthering the Organization’s Revitalization Program 

● Organization Strategy - Develop, in conjunction with the Board, a shared vision for the 
future of the organization, build understanding around the current mission, and help 
develop appropriate goals and strategies for downtown economic development through 
historic preservation and utilizing the community’s human and economic resources. 
Continually evaluate and suggest potential revisions to improve all operational and 
organizational policies and procedures, including the appropriate use of technology and 
efficient use of all HDKP resources. Become familiar with all persons and groups directly 
or indirectly involved in the downtown commercial district, and mindful of the roles of 
various downtown interest groups. Assist the partnership’s Board of Directors and 
committees in developing annual action plans focused on four areas: design, economic 
vitality, promotion, and organization.  

● Downtown Management and Unification - Assess the management capacity of the major 
downtown stakeholder groups. Encourage participation in activities, such as promotional 
events, advertising, uniform store hours, special events business recruitment, parking 
management, etc. Provide advice and information on successful downtown management. 
Encourage a cooperative climate between downtown interest and public agencies at local 
and state levels. 

● Promotion Activities - Advise downtown merchant’s organizations on the downtown 
Program activities and goals. Assist in the coordination of joint promotional events, such 
as seasonal festivals or cooperative retail promotional events, in order to improve the 
quality and success of events to attract people downtown. Work closely with the media to 
ensure maximum event coverage. Encourage design excellence in all aspects of 
promotion in order to advance an image of quality for the downtown. 

● Physical Downtown Improvements - Assist individual tenants and property owners with 
physical improvement programs through either personal consultation or obtaining and 
supervising professional design consultants. Assist in locating appropriate contractors and 
materials, and when possible, participate in construction supervision. Provide advice and 
guidance on necessary financial mechanisms for physical improvements. 

● Committees - Coordinate the activities of the downtown Program committees. Ensure that 
communication between committees is well established. Assist committees with the 
implementation of work plan items. Gather material and data for use by the committees 
in order to assist them in carrying out assigned tasks. 

● Board - Work with the Board to establish operational objectives and policies that support 
the organization’s mission and vision. Gather material and data for use by the Board in 
order to assist them in carrying out assigned tasks. Execute Executive Board policies and 
procedures.  
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Daily Downtown Management 
● Personnel Management - Oversee the recruitment, employment, direction, management, 

and release of all personnel, including paid staff, and professional consultants. Serve as 
liaison between Executive Board, support staff, and volunteers. Ensure job descriptions 
are developed, regular performance evaluations are conducted, motivation systems are 
utilized, and sound human resource practices are in place that abide by local, state and 
federal laws. Maintain a climate that attracts, retains, and motivates a diverse staff of 
top-quality people who support and promote the strategic plan and overall mission in 
upholding the highest standards possible. Foster volunteerism, maintaining a positive 
environment and providing volunteers with information and support.  

● Administration and Finances - Manage all administrative aspects of the downtown 
program. Help develop, implement, manage, maintain, and monitor 1) annual fundraising 
strategies and plan; 2) the annual program budget; 3) all appropriate financial records, 
including purchasing and payroll; 4) sound financial practices including the preparation 
of financial reports, budgets, summaries, and 5) compliance of expenditures within 
approved budgetary constraints. Seek out, write, obtain, and monitor grant funding. 
Participate in performance and program management reviews. Continually help the 
Board understand funding needs by providing comprehensive, detailed financial reports. 
Ensure that the organization has adequate insurance coverage. Ensure compliance with 
local, state, and federal laws and regulations.  Establish and maintain accurate and 
up-to-date databases for overall membership and fundraising purposes. 

● Main Street and Data Systems - Utilize the Main Street Program format. Develop and 
maintain data systems to track the process and progress of the local Downtown Program. 
These systems should include economic monitoring; individual building files, including 
thorough photographic documentation of all physical changes; and information on job 
creation and business retention. Maintain local Main Street program records and reports, 
establish technical resource files and libraries, and prepare regular reports for the local 
Main Street program as well as the State and National Organization.  

Relations 
● Public Relations - Develop and conduct ongoing public awareness and education 

programs designed to enhance the appreciation of the downtown’s architecture and other 
assets, as well as foster an understanding of the Partnership’s goals and objectives. 
Through speaking engagements, media interviews, and public appearances, keep the 
program highly visible in the community. Develop, maintain, and update Main Street 
website and social media presence. Develop ongoing relationships in local communities 
and with individuals. Assist with membership campaigns and maintain contact with 
members and donors. 

● Relations with Public Agencies - Help build strong and productive working relationships 
with appropriate public agencies at the local and state levels. 

● Represent and Advocate - Represent the community at the local, state, and national levels 
to important constituencies. Represent the community and speak effectively on the 
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program’s mission and vision. Speak effectively on the program’s direction and findings, 
while being always mindful of the need to improve state and national economic 
development policies as they relate to small communities.  

Miscellaneous 
● Perform other duties as specified by the Executive Committee. 
● The position will require some mandatory evening and weekend hours for events and 

meetings, as well as infrequent travel to conferences and meetings.  

Compensation  
Salary range in the $50k’s to $60k’s, plus benefits, negotiable based on experience and 
qualifications.  

Selection Guidelines  
Evaluation of formal application, education, relevant experience, oral interviews, references, and 
background and credit checks.  

The Historic Downtown Kennewick Partnership does not discriminate on the basis of race, 
color, national origin, gender, sexual preference, religion, age or disability in employment or the 
provision of services. 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. 

To Apply 
Submit a resume, a cover letter explaining why you want this position and what you can 
contribute to our team, your earning requirements, your past earnings history, and references to 
the following mailing address:  

Historic Downtown Kennewick Partnership  
Attention: Board President 
P.O. Box 6552 
Kennewick, WA 99336  

Or via email to:  
historickennewick@gmail.com 
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