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DOWNTOWN DISTRICT

1.0 CALL TO ORDER
Chair Pauline Block will call the meeting to order at 9:30am.
2.0 PUBLIC COMMENTS ON NON AGENDA ITEMS

Any public requests for future agenda items or comments not related to the
agenda are allowed and limited to two minutes each. Comments from the
public will be allowed on all agenda items at the time each item is called
and limited to two minutes each.

3.0 CONFLICTS OF INTEREST OR ABSTENTIONS

Committee members should declare if they have any personal conflicts of
interest or need to abstain from participation in any items on the agenda.

4.0 ACTION: APPROVE JOB DESCRIPTIONS AND
AUTHORIZE NEXT STEPS
Attachment 1 Committee to review job desciptions and options for moving forward with

Executive Director search, providing feedback on next steps and
authorizing Chair and Vice Chair to commence search and interview
process.

5.0 ADJOURNMENT

Chair to adjourn meeting.

Downtown Action Organization (DAQO) does not discriminate on the basis of disability in the admissions or access to, or treatment of or
employment in, its programs or activities. Disability-related aids or services, including printed information in alternate formats, to enable
persons with disabilities to participate in public meetings and programs are available by contacting (707) 304-7778, ext. 800 one week prior
to the meeting. Meeting information can also be accessed online at https://www.downtownsantarosa.org/districtnews.

www.downtownsantarosa.org/districtnews



Full-Time Management Consultant to Provide Executive Director Services

Position Summary: The Downtown Action Organization (DAO) is seeking a qualified individual or
consulting firm to provide comprehensive management services and designate a named individual to
serve in the Executive Director capacity for the organization.

The consultant will serve as the DAQO’s primary management resource, working closely with the
Board of Directors and Executive Committee to implement the adopted workplan, manage
organizational operations, support Downtown businesses and property owners, coordinate advocacy
efforts, oversee vendors and service providers, and advance the DAO'’s priorities.

The engagement will operate within a clearly defined scope and capacity. New work outside the
adopted workplan will be evaluated through the DAQO’s established Project Intake process before
being added to the consultant’s responsibilities.

Primary Responsibilities
Organizational Management and Board Administration

e Manage the day-to-day administrative functions of the DAO.

e Prepare Board and Executive Committee agendas, packets, notices, minutes, and related
meeting materials.

e Coordinate Board meetings, annual planning, contracts, insurance and organizational
requirements.

e Support compliance with the DAO Bylaws, Management District Plan, agreement with the City
of Santa Rosa, Brown Act requirements, and other organizational obligations.

e Maintain organizational records and ensure appropriate access for Board leadership.

e Coordinate organizational contracts, insurance, annual planning, and other administrative
requirements.

e Work collaboratively with the Board Chair, Executive Committee, and Board of Directors.

Annual Workplan and Project Implementation

¢ Advise on development of the annual workplan and implement priorities adopted by the Board.

e Track progress and provide regular reporting on approved initiatives.

e Participate in the DAQO’s Project Intake process for proposed work outside the adopted
workplan.

e Ensure approved work remains aligned with available organizational capacity and resources.

City Relations and Advocacy

Serve as a primary liaison to City of Santa Rosa staff and elected officials.

Represent and advocate for DAO policy positions and priorities established by the Board.
Coordinate DAO involvement in City initiatives affecting Downtown.

Maintain productive working relationships with City departments, public agencies, and
community partners.

e Monitor issues affecting Downtown and bring relevant matters forward to Board leadership.

Property Owner and Business Engagement

e Serve as a primary point of contact for Downtown businesses and property owners.
¢ Maintain regular communication with district stakeholders regarding DAO programs,
resources, projects, and issues affecting Downtown.



Prepare and distribute the DAQO’s regular email newsletter and other direct stakeholder
communications.

Connect businesses and property owners with DAO services and relevant City or community
resources.

Clean and Safe Services and Vendor Oversight

Oversee third-party contracts supporting Clean & Safe street-level services.

Monitor vendor performance and service delivery.

Secure estimates and oversee approved maintenance, improvement, or district projects as
funding and scope allow.

Review and negotiate service contracts as appropriate.

Financial and Organizational Oversight

Advise on preparation and implementation of the annual budget adopted by the Board.

Coordinate with the DAQO’s bookkeeping provider, Treasurer, and other financial professionals.

Review financial reports and monitor performance against the approved budget.

Review and approve third-party invoices within established authorization levels and coordinate

Board approval when required.
Coordinate tax filings, financial reporting, and other required financial processes with outside
professionals.

Communications and Marketing

Provide organizational direction and priorities for the DAQO’s public-facing communications.
Coordinate website management, social media, marketing materials, and other
communications activities with outside vendors or contractors as applicable.

Qualifications

The DAO is seeking an individual or firm with demonstrated experience in organizational
management and strong ability to work across a diverse group of public, private, and community
stakeholders.

Preferred qualifications include:

Experience managing a nonprofit, business association, downtown district, public-private
partnership, or similar organization.

Experience working with a Board of Directors and volunteer committees.

Strong organizational, administrative, and project-management skills.

Experience in government relations, advocacy, or working with local government.

Strong relationship-building skills with businesses, property owners, elected officials, public
agencies, and community partners.

Experience managing budgets, contracts, vendors, and outside service providers.
Excellent written and verbal communication skills.

Ability to manage competing priorities within a defined scope and available capacity.
Familiarity with Downtown Santa Rosa and the broader community is preferred.

Engagement Structure



This is anticipated to be an independent consulting engagement rather than an employee position.
The consultant will provide a named individual to serve in the Executive Director capacity as the
primary contact and representative of the DAO.

The final scope, monthly capacity, compensation, term, and additional-scope rate will be established
through the consulting agreement.



Part-Time Management Consultant to Provide Executive Director Services

Position Summary: The Downtown Action Organization (DAO) is seeking a qualified individual or
consulting firm to provide part-time management services and designate a named individual to serve
in the Executive Director capacity for the organization.

This role will focus on organizational administration, Board support, implementation of the adopted
workplan, Downtown business and property owner engagement, advocacy, City relations and
oversight of key DAO programs and vendors.

Under this structure, communications production and bookkeeping services will be provided through
separate outside consultants, allowing the individual serving in the Executive Director capacity to
remain focused on the DAQO’s core organizational priorities.

Primary Responsibilities
Organizational Management and Board Administration

e Manage the day-to-day administrative functions of the DAO.

e Prepare Board and Executive Committee agendas, packets, notices, minutes, and related
meeting materials.

e Coordinate Board meetings, annual planning, contracts, insurance and organizational
requirements.

e Support compliance with the DAO Bylaws, Management District Plan, agreement with the City
of Santa Rosa, Brown Act requirements, and other organizational obligations.

¢ Maintain organizational records and ensure appropriate access for Board leadership.

e Coordinate organizational contracts, insurance, annual planning, and other administrative
requirements.

e Work collaboratively with the Board Chair, Executive Committee, and Board of Directors.

Annual Workplan and Project Implementation

e Advise on development of the annual workplan and implement priorities adopted by the Board.

e Track progress and provide regular reporting on approved initiatives.

e Participate in the DAQO’s Project Intake process for proposed work outside the adopted
workplan.

e Ensure approved work remains aligned with available organizational capacity and resources.

City Relations and Advocacy

Serve as a primary liaison to City of Santa Rosa staff and elected officials.

Represent and advocate for DAO policy positions and priorities established by the Board.
Coordinate DAO involvement in City initiatives affecting Downtown.

Maintain productive working relationships with City departments, public agencies, and
community partners.

¢ Monitor issues affecting Downtown and bring relevant matters forward to Board leadership.

Property Owner and Business Engagement

e Serve as a primary point of contact for Downtown businesses and property owners.
e Maintain regular communication with district stakeholders regarding DAO programs,
resources, projects, and issues affecting Downtown.



Prepare and distribute the DAQO’s regular email newsletter and other direct stakeholder
communications.

Connect businesses and property owners with DAO services and relevant City or community
resources.

Clean and Safe Services and Vendor Oversight

Oversee third-party contracts supporting Clean & Safe street-level services.

Monitor vendor performance and service delivery.

Secure estimates and oversee approved maintenance, improvement, or district projects as
funding and scope allow.

Review and negotiate service contracts as appropriate.

Financial and Organizational Oversight

Work with the Treasurer and outside bookkeeping provider to support preparation and
monitoring of the annual budget.

Review regular financial reports and monitor performance against the adopted budget.
Review and approve invoices within established authorization levels.

Coordinate with outside bookkeeping, accounting and tax professionals as needed.

Maintain appropriate organizational oversight and financial controls without performing routine
bookkeeping functions.

Qualifications

The DAO is seeking an individual or firm with demonstrated experience in organizational
management and strong ability to work across a diverse group of public, private, and community
stakeholders.

Preferred qualifications include:

Experience managing a nonprofit, business association, downtown district, public-private
partnership, or similar organization.

Experience working with a Board of Directors and volunteer committees.

Strong organizational, administrative, and project-management skills.

Experience in government relations, advocacy, or working with local government.

Strong relationship-building skills with businesses, property owners, elected officials, public
agencies, and community partners.

Experience managing budgets, contracts, vendors, and outside service providers.
Excellent written and verbal communication skills.

Ability to manage competing priorities within a defined scope and available capacity.
Familiarity with Downtown Santa Rosa and the broader community is preferred.

Engagement Structure

This is anticipated to be an independent consulting engagement rather than an employee position.
The consultant will provide a named individual to serve in the Executive Director capacity as the
primary contact and representative of the DAO.



The final scope, monthly capacity, compensation, term, and additional-scope rate will be established
through the consulting agreement.

ADDITIONAL SERVICES REQUIRED UNDER THIS MODEL.:

1. Communications Consultant: The DAO would separately retain a communications
consultant or firm to manage the production and administration of its public-facing
communications. The Management Consultant serving in the Executive Director capacity
would continue to establish organizational priorities, provide information and messaging, and
manage direct communication with businesses and property owners. The communications
consultant would be responsible for executing the broader communications program.

a. Scope of Services
i. Manage and update the DAO website
ii. Maintain business and district information on the website
iii. Manage DAO social media channels
iv. Develop and publish social media content
v. Create graphics and marketing materials for approved DAO programs, event and
campaigns
vi. Maintain communications and content calendar
vii. Coordinate photography, design and other communications resources as
approved
viii. Work with the Management Consultant to ensure communications are accurate,
timely and aligned with DAO priorities.

2. Bookkeeping and Financial Services Provider: The DAO would separately retain a
professional bookkeeping provider to perform the routine accounting and transactional
financial work of the organization.

a. Scope of Services: See scope in current contract.
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