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Events and Program Manager

Downtown Fond du Lac Partnership

Join the most dynamic organization in Fond du Lac!

Take the lead in planning and managing beloved community events like the Saturday
Farmers Market, Fondue Fest, Galentine’s Day and so much more! With a calendar of 15
annual events spanning 50+ event days, these programs attract more than 85,000
attendees and generate over $8 million in economic impact for the downtown district.

Support a vibrant community of 280+ businesses, 76% of which are small, locally owned.
Play a vital role in the revitalization of the heart of our community—and help shape the
future of Downtown Fond du Lac.

Overall Responsibility:

The Events and Program Manager serves as the primary point of contact for all special events and
marketing initiatives of the Downtown Fond du Lac Partnership (DFP). This position is responsible for
planning, executing, and evaluating downtown events and communications strategies, as outlined by
the Board of Directors. The role is highly visible and requires collaboration with a wide range of
community partners.

Management Style:

Success in this position is driven by the ability to build strong relationships with local businesses,
community organizations, volunteers, and event vendors. The ideal candidate is proactive,
collaborative, and deeply committed to serving as a visible and enthusiastic ambassador for
Downtown Fond du Lac.

Key Qualities:
e Excellent written and verbal communication skills

e Highly organized and detail-oriented planner

e Creative thinker with a solutions-focused mindset

o Self-starter with the ability to manage multiple priorities
e Strong interpersonal skills and a team-oriented attitude

Required Proficiencies:
e Proficient in Microsoft Office Suite, Canva, social media platforms, and website management

e Experience in social media strategy and content creation
» Basic troubleshooting of office technology (computer, printer, phone systems)
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Primary Responsibilities:
Special Events Management
e Plan and execute all DFP special events, including but not limited to the Saturday Farmers

Market, Wine Walks, and Fondue Fest

o Establishing and adhering to timelines for pre-event planning, day-of execution, and post-
event follow-up

o Oversee all aspects of event logistics including sponsorship acquisition, budget
management, vendor coordination, marketing, and onsite operations

e Ensure events meet organizational goals for community impact and financial sustainability

e Facilitating communication across all teams and individuals involved

o Timely completion of tasks to ensure the entire timeline stays on track

Marketing & Promotions
« Develop innovative promotions and creative strategies to increase downtown engagement

« Work with businesses on fresh, effective ideas for participating in downtown promotions
o Manage all print and digital marketing materials, including oversight of website content and

social media platforms

Communications
e Ensure all communications are thoroughly proofread and finalized to maintain accuracy and

minimize the need for revisions
o Write and distribute press releases, newsletters, advertisements, and the DFP Annual

Report
e Oversee all organizational communications, including social media, email marketing, and

crisis messaging
« Maintain a consistent and professional brand voice across all platforms and materials

Community Engagement & Outreach
e Build and maintain relationships with downtown businesses, community partners, and event
participants
e Identify and pursue collaborative opportunities to expand programming and event reach
o Grow the DFP’s social media presence and digital communications strategy

Sponsorship & Fundraising
e Develop compelling sponsorship packages to support DFP events

o Cultivate corporate relationships to meet fundraising goals
e Oversee sponsor fulfillment and reporting
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Volunteer Coordination
e Build and maintain a dedicated volunteer team to support special events

e Recruit, train, schedule, and supervise volunteers and event-day teams
o Foster a positive, engaging volunteer experience to encourage long-term involvement and
satisfaction

Training and Development
e Participate in the recruitment, hiring, and onboarding of staff members

« ldentify and engage qualified individuals best suited for each role

e Provide clear expectations, guidance, and performance oversight

o Foster a collaborative and motivated team culture through leadership, accountability, and
positivity

Physical Requirements:

The Events & Program Manager of the Downtown Fond du Lac Partnership must meet the following
physical requirements: lift up to 50 pounds, stand, sit, walk, for various amounts of time. A valid
driver’s license is required to operate a motor vehicle for job-related tasks.

Accountability:
This position reports directly to the Executive Director of the Downtown Fond du Lac Partnership and
works collaboratively with the Board of Directors to support the organization’s mission and programs.

Work Schedule:

This is a 32-hour-per-week position, with the goal of maintaining a four-day workweek. While a
regular weekly schedule will be established, flexibility is required. Evening and weekend hours are
expected as needed to support special events, meetings, and other Downtown Fond du Lac
Partnership activities. Regular attendance at special events is an essential function of this position.

To Apply:

Please email your resume along with a cover letter explaining why you believe you are the right
candidate for this position to Brittany Machleit, Executive Director, at director@downtownfdl.com All
inquiries will remain confidential.

This position is posted as of August 10, 2026. Applications will be accepted until position is no longer
listed as available at https://downtownfdl.com/about-us/staff/
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