Job Description
Downtown Vernon Association (DVA) has a mission to be a committed community builder
that serves as a resource and advocate for its business members and property owners in
Downtown Vernon. By focusing on both the present and the future, while collaborating with
our stakeholders, we create an environment for sustainable economic prosperity in
Vernon’s primary and secondary Business Improvement Areas. The DVA is looking for a
highly skilled Executive Director to help us fulfill this important undertaking.

Reporting to the Board of Directors, the Executive Director will oversee the strategic and
operational efficiency of the DVA’s programs and staff. This seasoned leader not only
understands current trends in economic development, community planning, and business
development including marketing, but also has proven experience developing and
implementing a strategic plan. Prior experience managing and hiring staff is essential, and
established relationships with local community groups is a plus. Above all, the Executive
Director will be comfortable in a leadership role that demands clear communication and
decisiveness.

Objectives
Working closely with the Board of Directors, members, and stakeholder groups to inform,
assess, and address issues that affect the organization and the needs of the downtown
business community.
Serve as the spokesperson for the DVA, actively participating in external events and
meetings to increase visibility, credibility, and brand recognition, and develop strategic
partnerships to increase community awareness and member engagement in the DVA’s
programs and initiatives.
Build and lead a successful and diverse team of professionals dedicated to fulfilling the
DVA’s mission through highly successful program implementation, community
engagement, and revenue targets.

Competencies and Skills
•
•
•
•
•
•
•
•

Current knowledge of - and demonstrated ability to employ - business development
best practices and economic development fundamentals.
Strong marketing skills in media placement, design, and overall promotion.
Strong public-relations skills - with the ability to work effectively with a diverse
constituency.
Skills in professional organization administration and human resource management.
Sound financial acumen including budgeting, resource placement, and project
financing.

•
•

•
•
•
•

•

Demonstrated abilities in fundraising, resource development, and grant
management.
Proven affinity for developing effective, trusting relationships and partnerships with
community and business leaders, elected officials, and key influencers in the
community.
Strong leadership qualities with an ability to balance stakeholders, drive results,
collaborate effectively, drive vision, and purpose, and instill trust.
The ability to work effectively on multiple projects and delegate tasks and
responsibilities.
Proficient with modern office equipment and computers. PC computer skills should
include Microsoft Office Suite programs and a base understanding of Sage 50.
Well-developed interpersonal skills with the ability to establish and maintain
effective working relationships with a broad range of people inside and outside the
organization.
Outstanding communication skills (oral and written), including public speaking,
presentation, and media relations.

Qualifications
•

•
•
•
•
•
•
•

Specialization in the business and managerial fields, either through post-secondary
education or a combination of work and education demonstrating a minimum of 5
years’ experience
Knowledge and experience of the non-profit sector and business/community
service industry through investing in special training and work experience
Knowledge and experience in a small/medium sized enterprise, either as an owner
or investor
Several years’ experience as a middle-senior manager in a related organization or
association
Experience with financial planning, including budgeting, audit preparation, reporting
to funders, and basic bookkeeping
Experience in marketing and communications related to brand development and
behaviour change methods
Experience with intergovernmental relations
Experience working with or for a Business Improvement Area or like organization

The Executive Director works from the DVA’s office centrally located in Downtown Vernon,
British Columbia. Depending upon experience and qualifications, the pay range for this
position is $63,000/yr. to $73,000/yr., paid parking and employer paid extended health
benefits.
Interested applicants are encouraged to apply with a cover letter highlighting
qualifications along with CV to: boardofdirectors@downtownvernon.com
The DVA thanks all who apply but will only be contacting those candidates selected for an
interview and thank you for interest.

