
JOB SUMMARY: 
 
The Ac'va'on Officer at Downtown Wes4ield Corpora'on (DWC) will play a pivotal role in driving community 
engagement, enhancing public spaces, and suppor'ng the produc'on of events that draw residents and visitors to the 
downtown area. This individual will report to the Execu've Director, working closely with the Execu've Director and 
DWC CommiGee Chairs to engage local businesses, community organiza'ons, volunteers, and key stakeholders to 
collaborate with and support ini'a'ves aimed at fostering economic vitality, cultural enrichment, and public interest in 
Downtown Wes4ield. 
 
KEY RESPONSIBILITIES: 
 
BUSINESS ENGAGEMENT & RELATIONSHIPS: 
Implement strategies in collabora'on with the DWC’s Promo'ons CommiGee for ac'va'ng public spaces through events, 
promo'ons, and programming. Collaborate with CommiGee Chairs to support community-wide events that promote 
local businesses, enhance foot traffic, and create memorable experiences (e.g., tours, music fes'vals, holiday events). 
Build and maintain strong rela'onships with local businesses and sponsors to gather feedback, enhance events, and 
implement strategies to consistently aGract more residents and visitors to the downtown area. 
 
VOLUNTEER RECRUITMENT & COORDINATION: 
Iden'fy, aGract, and onboard community members as volunteers through outreach efforts, including social media 
campaigns, community events, and partnerships with local organiza'ons. Develop and maintain posi've rela'onships 
with volunteers by providing ongoing support, clear communica'on, and recogni'on of their contribu'ons. The 
Ac'va'on Officer will work closely with the DWC’s Promo'ons CommiGee Chair to help support their ac'vi'es and 
efforts through volunteer recruitment and management. 
 
EVENT MANAGEMENT & EXECUTION: 
The Ac'va'on Officer will also work closely with the Promo'ons CommiGee Chair to support all events by securing 
volunteers, managing vendors, and ensuring safety protocols are followed. Oversee the setup, breakdown, and day-of 
logis'cs of events and ac'va'ons. 
 
MARKETING & PROMOTION: 
Coordinate with the Execu've Director and marke'ng team to promote events and ac'va'ons through tradi'onal and 
social media, newsleGers, and other digital pla4orms. 
 
PUBLIC SPACE IMPROVEMENT: 
Partner with the DWC’s Design CommiGee Chair to develop crea've interven'ons that enhance public spaces. This 
includes iden'fying underu'lized spaces in Downtown Wes4ield that could benefit from placemaking efforts (e.g., 
outdoor sea'ng, public art installa'ons). Partner with the DWC’s Design CommiGee to develop crea've interven'ons 
that enhance public spaces. 
 
REPORTING: 
Track the success of events and ac'va'ons, including aGendance, economic impact, and par'cipant feedback. Provide 
regular reports to the DWC leadership on community engagement and the effec'veness of ac'va'on strategies. 
 
QUALIFICATIONS: 
Bachelor’s degree in Marke'ng, Event Management, Urban Planning, or a related field (or equivalent experience). 
Proven experience in event planning, community engagement, or placemaking ini'a'ves. 
Strong interpersonal and communica'on skills, with the ability to work effec'vely with a wide range of stakeholders. 
Excellent organiza'onal skills, with the ability to manage mul'ple projects simultaneously. 
Crea've problem-solving skills and an entrepreneurial mindset. 
Working knowledge of MicrosoU Office programs, with an emphasis on Excel, and Google Workspace. 
Knowledge of Downtown Wes4ield and passion for local community development is a plus. 
 



WORK ENVIRONMENT: 
This posi'on requires flexibility, as events and community engagements may occur on evenings or weekends. 
Ability to work outdoors and manage physical event setup. 


