
 

 
 

West Roxbury Main Streets 
Execu4ve Director Job Descrip4on 

 
West Roxbury Main Streets seeks an Execu5ve Director who is a community-driven leader and 
collabora5ve organizer with deep knowledge of and passion for equitable and inclusive 
approaches to community revitaliza5on, preserva5on, and resilience.  
 
About West Roxbury Main Streets: 
Founded in 2001, West Roxbury Main Streets (WRMS) is a 501(c)(3) non-profit organiza5on 
dedicated to promo5ng the Centre Street and Spring Street corridor as an en5cing commercial 
district and the vibrant heart of our Boston neighborhood. WRMS bridges the gap between local 
volunteers, businesses, public agencies, and other partnerships, aiming to enhance West 
Roxbury’s economic vibrancy, aesthe5c appeal, and dis5nc5ve local character. 
 
WRMS is a proud member of the Boston Main Streets Program, a groundbreaking ini5a5ve by 
the City of Boston to revitalize its commercial districts through preserva5on-based economic 
development and community involvement. This affilia5on connects us to a larger coali5on of 20 
districts in Boston, fostering collabora5on, sharing best prac5ces, and eleva5ng the collec5ve 
impact we can have on our city's economic and cultural landscape. 
 
WRMS follows the opera5ng principles of Main Street America. The Main Street Approach 
advocates a return to community self-reliance, local empowerment, and the rebuilding of 
tradi5onal commercial districts based on their unique assets: dis5nc5ve architecture, a 
pedestrian-friendly environment, personal service, local ownership, and a sense of community. 
Harnessing the efforts of local volunteers builds long-term success by fostering community 
involvement and commitment to a shared vision for the neighborhood. 
 
Job Descrip4on: 
The WRMS Execu5ve Director is responsible for the day-to-day opera5ons of WRMS and serves 
as an external champion, organiza5on builder, rela5onship builder, and internal manager. The 
execu5ve director works closely with the Board of Directors and various commiYees in 
accomplishing their goals, while keeping the organiza5on in compliance with its by-laws, vision 
statement, and underlying contract with the City of Boston.  
 
Typical work ours are weekdays, Monday-Friday, with some nights and weekends expected for 
events and mee5ngs.  
 
 
 
 

https://www.wrms.org/
https://www.boston.gov/departments/economic-development/boston-main-streets
https://www.mainstreet.org/home


 

Du5es and responsibili5es of the Execu5ve Director include:  
 
Strategic Vision and Leadership: 
 

• Collaborate with the Board of Directors and key stakeholders to craZ equitable and 
inclusive strategies that drive economic development, benefi5ng both exis5ng and new 
businesses and the community. 

• Engage a vast and diverse range of stakeholders -- including local businesses, landlords, 
residents, elected officials, public agencies, and local leaders -- in solu5ons-driven 
dialogues for district improvement. 

• Iden5fy and harness funding opportuni5es, including grants, sponsorships, and 
dona5ons to ensure long-term sustainability for WRMS. 

• Working with the Board, oversee the strategic planning process and development of 
annual workplans.  

 
Community Engagement: 
 

• Drive the growth and sustainability of WRMS's current programs, ini5a5ves and 
signature community events such as Art Walk, Wes5e Fest, and Holiday Market. 

• Represent WRMS at community events, public mee5ngs and conferences.  
• Support business owners with storefront enhancements and connect them to relevant 

City of Boston programs, technical assistance, and promo5onal resources.  
 
Branding and Outreach: 
 

• Implement and uphold strong WRMS branding and marke5ng strategies. 
• Oversee WRMS's community calendar, newsleYers, and ac5ve social media presence. 
• Develop and maintain website.   

 
Organiza4onal Management: 
 

• Oversee daily opera5ons, resource and financial management, budge5ng, and repor5ng. 
• Strengthen 5es with the Boston Office of Economic Opportunity and Inclusion and its 

Small Business Development Team, which oversees the Boston Main Streets Program. 
• Supervise volunteers and poten5al staff hires and interns. 
• Implement policies that have a posi5ve impact on WRMS and the broader community. 

 
Qualifica4ons: 
 
Required: 

• 3-5 years in a business or non-profit se]ng with demonstrated experience in program 
management. 

https://www.wrms.org/artwalk
https://www.wrms.org/westiefest
https://www.wrms.org/holiday-market
https://www.boston.gov/government/cabinets/economic-opportunity-and-inclusion
https://www.boston.gov/departments/small-business-development


 

• Proven leadership and organiza5onal skills with a strong understanding of equity, 
inclusion and diversity principles. 

• A deep understanding of and passion for community engagement, local business, and 
civic landscapes.  

• Outstanding interpersonal and cross-cultural communica5on skills. 
• Highly self-mo5vated and proac5ve. 
• Proficient in office and administra5ve tasks. 
• Flexibility to work irregular hours, including evenings and weekends. 
• Bachelor’s degree or equivalent experience. 

 
Preferred: 

• Background in urban planning, community development, or related fields. 
• Experience in community and small business economic development, volunteer 

coordina5on, or community organiza5on. 
• Familiarity with nonprofit board opera5ons. 
• Skillful in MicrosoZ Office Suite, Canva, Constant Contact, QuickBooks, and Google Drive. 
• Adept at website maintenance and design. 
• Strong public speaking and presenta5on abili5es. 
• Solid project management exper5se. 
• Proficiency in event planning and fundraising. 

 
Compensa4on and Benefits: 
This is a full-5me, exempt posi5on with a salary range of $66,000 - $73,000, depending on 
experience and qualifica5ons. WRMS also provides a generous benefits package including 
fiZeen (15) paid vaca5on days, twelve (12) paid holidays, a monthly technology s5pend, a 3% 
employer contribu5on toward a re5rement plan, professional development reimbursement, a 
flexible spending account, and s5pend toward healthcare.  
 
Physical demands include occasional liZing and set up for events, as well as regular mobility, 
including walking and standing for community events and site visits. Ability to sit for prolonged 
periods, oZen at a computer, is essen5al. Effec5ve auditory and visual skills are also necessary 
for this posi5on. The WRMS office is located on the second floor of an office building without an 
elevator. Reasonable accommoda5ons will be made to enable individuals with disabili5es to 
perform the func5ons.  
 
To Apply: 
Please forward your resume and a cover leYer detailing your suitability for the role to: 
resumes@wrms.org.  
 
West Roxbury Main Streets is an inclusive employer. We celebrate diversity and are commiYed 
to crea5ng an inclusive environment for all employees. All qualified applicants will receive 
considera5on for employment without regard to race, color, religion, gender, gender iden5ty or 
expression, sexual orienta5on, na5onal origin, gene5cs, disability, age, or veteran status. 

mailto:resumes@wrms.org

