
Request for Qualifications for Consultant Services 
Main Street Program Manager / Executive Director 

City of Tonawanda, New York 
 
 
ISSUE DATE:    March 23, 2016 

DEADLINE FOR QUESTIONS:  April 12, 2016 

SUBMITTAL DEADLINE:  April 22, 2016 

REVIEW OF PROPOSALS:  By May 6, 2016 

INTERVIEWS:    Week of May 9, 2016 

SELECTION &NOTIFICATION:  By May 20, 2016 
 

 
OVERVIEW  
The City of Tonawanda, NY is seeking an experienced individual to oversee the establishment of 
a Main Street Program in the City of Tonawanda.   The selected candidate will work as a 
consultant for the City of Tonawanda and will be principally accountable to the 
President/Chairperson of Board of Directors and secondly to its Board of Directors  
 
The Program Manager will promote downtown activities, educate businesses, serve as a 
listener, collaborator, clearinghouse, visionary, facilitator and coordinator based on the four 
points (organization, promotion, design and economic restructuring) of the Main Street 
Program.  The Program Manager will encourage public awareness of the program activities and 
act as a liaison to other communities in the region or statewide who could benefit from the 
programs of the Main Street Program. 
 
The Program Manager will be responsible for the coordination of all project activities within the 
downtown revitalization program to promote economic development and historic preservation.  
Represents the community locally, regionally, and nationally. They shall be required to attend 
quarterly Western Erie Canal Main Street Program Executive Directors meetings and 
workshops. 
 
REQUIRED QUALIFICATIONS 
The preferred candidate for this position should have education and/or experience in one of 
more of the following areas: architecture, historic preservation, economics, finance, public 
relations, design, journalism, planning, business administration, public administration, retailing, 
volunteer or nonprofit administration and/or small business development.  The Main Street 
Program Manager must be sensitive to design and preservation issues, and must be 
entrepreneurial, energetic, imaginative, well organized, and capable of functioning effectively 
in an independent situation.  Supervisory skills are desirable. 



 
Minimum qualifications include: 

x Excellent oral and written communication skills 
x Dynamic self-starter. 
x Marketing or advertising skills desired. 
x Knowledge of downtown public and private sector issues desired. 
x Excellent organizational skills. 
x Professional and/or academic economic development experience strongly desired. 
x Historic preservation skills desired. 
x Experience in administrative management. 
x Strong computer skills including word processing, Power Point, and spreadsheet 

applications. 
 
PROJECT BACKGROUND & JOB RESPONSIBILITIES 
In 2015 the City of Tonawanda, in partnership with the Western Erie Canal Alliance (WECA), 
received funding from the New York State Department of State to establish a Main Street 
Program for the City's downtown commercial area in accordance with National Main Street 
America Program. WECA will be working closely with the selected Program Manager over the 
course of 2016 and 2017 to establish the program and provide technical support and capacity 
building services.  The selected consultant will be provided a copy of WECA’s role and work plan 
once selected by the City of Tonawanda. 
 
In general, WECA will be responsible for overseeing program direction in instituting a compliant 
National  Main Street America Program with organizational and administrative guidance, 
coordination and procedural planning with technical and educational support and guidance to 
the City of Tonawanda Main Street Program Manager, Board of Directors, and 
Committees.  
 
The Main Street Program Manager will manage the City of Tonawanda Main Street Program, 
coordinate project activities to promote economic development and historic preservation, and 
represent the City's Main Street Program locally, regionally, and nationally.  
 
Specific job responsibilities associated within this position are described below: 

x Coordinate the activity of the Main Street Program Committees, ad hoc groups, 
individuals, and community partnerships. 

x Manage all administrative aspects; including developing and maintaining a data system 
for record keeping, developing and monitoring budgets, accounting, purchasing, 
preparing reports, documenting all physical changes, retaining information on job 
creation and business retention and expansion, and all other office activities. 

x Supervise support staff. 
x Develop strategies for downtown economic development.  Work with the committees 

and Board of Directors to create an annual action plan focused on these four areas: 
Design, Promotion, Economic Restructuring and Organization. 



x Develop and conduct public awareness and education programs through speaking 
engagements, media interviews and appearances, keeps the program highly visible. 

x Provide advice and guidance to individual tenants or property owners regarding physical 
improvements to their properties. 

x Provide advice and information, assess and encourage joint involvement in the downtown 
community’s promotional events – advertising, uniform store hours, special events, 
business recruitment, parking management, etc. 

x Advise and assist in efforts to attract people to downtown. 
x Coordinate, recruit and acknowledge an active volunteer force. 
x Lead organization in building strong, productive working relationships with appropriate 

public agencies at the local and state levels and community stakeholders.  
 
QUALIFICATIONS SUBMITTAL PROCESS  
The following section outlines the process for submittal and review of qualification packages. 
 

INQUIRIES  
All inquiries related to this RFQ are to be directed, in writing, to: 

 

Western Erie Canal Alliance 
westernerie@gmail.com 

 
CLOSING DATE  
Four hard copies and one electronic copy of each response must be received before 
5:00 pm EST on April 22, 2016. Hard copies of the response shall be mailed to: 

 
Western Erie Canal Alliance 
c/o Kimberly Baptiste 
Bergmann Associates 
28 East Main Street 
200 First Federal Plaza 
Rochester, NY 14614 

 
Late responses will not be accepted. Questions and clarifications must be received by 
April 12, 2016 to receive a response.  

 
QUALIFICATIONS REVIEW COMMITTEE  
The review committee will consist of the WECA Main Street Consultant and 
representatives from the City of Tonawanda, New York.  

 
  



REVIEW AND SELECTION  
The review committee will check responses against the evaluation criteria provided 
below. Responses not meeting all mandatory criteria will not be considered for review. 
Qualified respondents will be asked to participate in an interview with the selection 
committee.  

 
SIGNED RESPONSES  
Hard copy responses must be signed by the principal respondent.  

 
ACCEPTANCE OF RESPONSES  
This RFP is not a binding agreement to purchase services. Responses to this RFP are 
assessed in light of the qualification review criteria. Qualified respondents will be 
notified of their selection to participate in an interview.  Respondents not selected for 
an interview will also be notified.  

 
EVALUATION CRITERIA  
The most highly qualified candidates will be invited for a personal interview. Respondents will 
be evaluated by the qualifications review committee according to the following criteria:  
 

x Qualifications and experience as demonstrated in the resume and letter of interest  
x Experience with the type of projects and qualifications noted in this RFQ 
x Proven capacity to deliver the project requirements  
x Sample writing sample  
x Proposed hourly rate of compensation  
x Quality of professional references  

 
SUBMITTAL REQUIREMENTS  
Submittals must be received no later than 5:00 PM EST on April 22, 2016. Submittal packets 
must contain all of the following:  
 

1. Letter of interest including a response to the qualification evaluation criteria  
2. A resume outlining the respondent’s experience  
3. Sample written reports or other relevant example materials of work produced by 

respondent  
4. Proposed hourly rate of compensation  
5. Three professional references  

 
CONFLICT OF INTEREST  
The respondent should disclose any conflicts of interest, in writing, to the review committee 
who will consider the nature of the respondent’s responsibilities and the degree of potential or 
apparent conflict in deciding the course of action that the respondent needs to take to remedy 
the conflict of interest. A conflict of interest exists wherever an individual could benefit directly 



or indirectly from access to information or from a decision over which they may have influence 
and also includes a perceived conflict where someone might reasonably perceive there to be 
such benefit and influence. A conflict of interest occurs when a staff member or consultant 
attempts to promote a private or personal interest that results in an interference with the 
objective exercise of their job responsibilities, or gains any advantage by virtue of his/her 
position and working relationship with the City of Tonawanda. Conflicts of interest may be real, 
potential or perceived. Failure by the respondent to disclose a conflict of interest, be it real, 
potential, or perceived, will result in disqualification.  
 


