Job Description
Executive Director
Mayfair Business Improvement District

THE POSITION

MBID seeks an individual with proven leadership, management, communication, and fundraising skills as its
Executive Director. Reporting to the Board of Directors, the Executive Director will work in partnership with
the Board on all matters necessary for it to adopt appropriate operations and policies to support MBID's
mission and its 5-year Plan. The position will manage a staff and/or contractors with an organizational budget
of roughly $270,000.

RESPONSIBILITIES

MBID Operations: Management of services as outlined in the MBID 5 year plan including commercial
corridor cleaning and security, marketing and events, and capital improvements. Responsibilities include
coordination of provider selection and contracting, and supervision of all consultants and individuals
involved in providing services.

Financial Management: Maintenance of financial and legal records. Management of BID assessment
collections. Maintenance of MBID property owner database.

Board of Directors Management: Provide staff support to the MBID Board of Directors and subcommittees
while promoting broad participation from property owners, business owners and other stakeholders in the
governance and operations of the BID.

Fundraising and Sponsorship: Solicit donations and identify and secure funding to enhance MBID operations
and to bring additional resources to the district.

Communications and Outreach: Work with local media to attract coverage of MBID activities and the
Mayfair commercial district. Promote Mayfair as a shopping and business location using social media.
Communicate with MBID property owners and their tenants using email or other electronic communication.
Through regular communication and face to face visits, ensure that Mayfair merchants take full advantage
of City and other resources such as the Storefront Improvement Program and other grants and resources
that are available.

Representing the MBID: Represent MBID to the public. Establish and maintain strong partnerships among
MBID stakeholders including residents, businesses, institutions, funders, elected officials, community
groups, and others.

Special Events: Coordinate planning and execution of special events , including seasonal Night Markets and
the Mayfair May Fair.

QUALIFICATIONS

Undergraduate college degree required. Masters in Urban Planning, Public Administration, Business or
Marketing preferred.

Two years of experience working at, or with a non-profit community organization

Working knowledge of Microsoft Office and QuickBooks.


https://www.linkedin.com/company/mayfair-business-improvement-district?trk=job_view_topcard_company_image

Experience with consensus building, community outreach, grant writing, and financial management.

Experience and success in interacting with diverse slate of constituencies and stakeholders, including
neighborhood business owners. Specific experience partnering with a Board of Directors preferred.

Demonstrated indicators of self-starter initiative, creative thinking, strong organizational and writing skills,
and a passion for improving the Mayfair community.

Ability to utilize social media and the press to publicize the activities of the BID and the Mayfair community.

Ability to work independently a must.

PERSONAL QUALITIES AND COMPETENCIES

Articulate and externally focused with excellent presentation and interpersonal skills and a capacity to
engage, inspire, and persuade staff and other constituencies.

Excellent communications skills with the ability to articulate Mayfair’s attributes and MBID’s mission in a
compelling and persuasive way.

Strategic, entrepreneurial, flexible, pragmatic, and politically astute.

A leadership style that is both accessible and collegial and also inspires people to attain goals; a professional
and personal demeanor that is open, inclusive, consistent, and clear.

A track record of unquestioned personal and professional integrity.

COMPENSATION: The Executive Director will be offered an attractive and competitive compensation package
based upon experience and qualifications.

APPLICATION

To apply for the MBID District Director position, please email a resume, cover letter, and supporting materials
to:

Mike Scoates

Grey Lodge Pub

6235 Frankford Ave.
Philadelphia, PA 19135

Employment type: Full-time

Experience: Executive

Job function: Management

Meet Mayfair Business Improvement District

Civic & Social Organization - 1 employee - Founded 2015 - Nonprofit

Company

Mayfair Business Improvement District (MBID) is Philadelphia’s newest Business Improvement District
funded by a special assessment on commercial property owners in the defined district, as authorized by the
MBID’s authorizing legislation enacted by Philadelphia City Council in December 2015. The MBID seeks to
foster a vibrant and inviting commercial district within Mayfair through activities including cleaning and
public safety activities, marketing and capital improvements. We have a number of active programs
underway and we are looking to continue to build on our strong foundation and expand our scope of work.
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