
 

 
Harlequin Produce LLC  

 

Job Title: Direct Sales Manager  

Location: Seasonally varied: On-farm in Arlee MT, and or home office  

Work Status: Seasonal; combination of full and part-time work hours 

Role Type: Professional marketing and communication, management of weekly CSA programs, and 

marketing and sales of seasonal direct sales programs. 

 
About Harlequin Produce  

Harlequin Produce is a certified organic diverse vegetable farm located in Arlee Montana that has 

been in operation since 2010. The business is owned and operated by Brian Wirak and Kaly Hess; 

Kaly is the business’ operation manager and supervises this position. Harlequin consists of a team of 

2-3 year-round employees, 8-15 seasonal employees. The farm is 35 acres, and we grow 20-acres of 

vegetables annually.  

Our mission is to provide high quality, certified organic produce at affordable prices.  We value 

efficiency and ecology with an emphasis on production. We strive to grow produce in a manner that 

incorporates ecological principles while increasing yields.  

Harlequin Produce’s sales outlets are composed of both direct to consumer sales and wholesale 

sales to the Western Montana Growers Coop. Our direct to consumer sales account for about 50% of 

gross revenue.  

Job Description 

The Direct Sales Manager (DSM) will be responsible for marketing, and managing all of Harlequin’s 

direct sales programs and interfaces associated with the marketing and implementation of these 

programs.  

During the months of June – November. This position is responsible for the weekly organization of 

our 580 + member CSA programs. This includes membership management, CSAware software 

management, Mailchimp Newsletters, coordination of volunteers, and organization of packing weekly 

CSA shares. ‘CSAWare’ is the proprietary software we utilize to manage all direct sales.  

In addition to the coordination of the CSA programs. This person is responsible for all marketing and 

communication to our customer base. This position is the voice and creates the visual presence of 

the farm for our customers. Tools to support this include, Facebook, Instagram, Mailchimp 

campaigns, Canva projects, and creating and designing branded materials. A key component will be 

the annual creation and then implementation of a Marketing Plan.  



This person will work close with Kaly and the Warehouse Manager who oversees the packing and 

organization of produce to be distributed through our direct to consumer programs.  

 

We are a dynamic business and our direct to consumers sales programs have rapidly changed and 

evolved.  A successful team member must have a comfort and affinity for hard-work, keen attention to 

detail, organizational skills, knowledge of food and cooking, ability to work independently, strong 

written and verbal communication skills, eye for design, and problem-solving skills. 

 

The goals of this position are to: 

● Maintain a strong relationship with our customer base through customer service and customer 

outreach.  

● Provide our customer base with education and resources about our product through 

newsletters, recipe cards, flyers and other marketing strategies. 

● Maintain consistent branding across all social member platforms and outreach.  

● Achieve annual CSA membership and sales goals.  

Current Direct to Consumer Programs 

○ Online Seasonal Sales 
■ May Plant Sale - Helena and Missoula 
■ September Canning Sale – Missoula  
■ Bulk Market Sales – June thru November  

○ Seasonal Subscription CSA Programs 
■ 18-22 week Summer CSA (2026 Plans TBD)  
■ 4-week Fall CSA 
■ Winter Storage Stock UP 

○ On Farm In-Person Sales 
■ September Warehouse Sale 
■ October Warehouse Sale 

Detailed List of Programs and Job Responsibilities  
● CSA Program Responsibilities:  

○ Learn and become proficient in the CSAWare Software 

○ Coordinate, manage, and market all sales through CSAware 

○ Educate our customers on how to use their CSAware dashboard  

○ Manage the collection of CSA payments and member information and assist with 

membership sign-ups and subscription adjustments 

○ Establish CSA Drop Sites and coordinate with CSA drop hosts 

○ Coordinate with supervisor on weekly produce availability for CSA box contents and 

add-ons to insure accurate listings for CSA members of inventory and products 

○ Record and communicate all other unforeseen changes/adjustments to CSA members, 

CSA drivers, and CSA packers 

○ Write and send weekly Mailchimp CSA Newsletter and take/post weekly professional-

level photo of share 

○ Participate in the weekly packing and set-up of CSA shares  

○ Organize weekly CSA pack through label printing and convert packing slips to PDF files 

and transfer to tablets 

○ Maintain EBT acceptance and compliance 



○ Provide prompt, friendly, professional and informative customer service 

○ Conduct end of CSA season customer surveys via Google forms  

● Annual Direct Sales Marketing Plan  

○ Create and build customer education resources  

○ Expand, market and promote Warehouse sales  

○ Develop and adhere to marketing budget  

○ Design and purchase merchandise items; hats, bumper stickers, hoodies etc. 

○ Collaborate with Farm Management team to design produce branding and packaging 

● Harlequin Website Upkeep Customer Outreach and Social Media 

○ Maintain and update Harlequin’s Word Press Website and CSAWare Home page 

○ Create and implement a year round email Marketing Campaign via Mailchimp with an 

authentic voice that represents the values of the farm 

○ Maintain and expand Mailchimp listserv and subscribers  

○ Maintain and expand Harlequin’s social media accounts via Instagram and Facebook 

 

Position Schedule 

June through November: 32 - 45 hours/week 

On farm required time: Tuesday and Wednesday all-day during June-November. The remaining time 

could be done from home given the candidates home office compatibility.  

Monday - Office 

Tuesday Morning - Office 

Tuesday PM - Warehouse Packing 

Wednesday - CSA Pack and Office *CSA pickup day; some evening availibility required  

Thursday – Office 

Friday, Saturday – OFF* 

Sunday – 3-4 hours, CSA box deadline 6PM with some work required after this time 

Estimated 1400 total hours annually  

*Due to the customer service nature of this job, there is expectation of email availability on either 

Friday or Saturday.  

 

During the CSA season June-November there is limited availability for time off outside of weekend. 
Staff fill-in coverage is not available for CSA management specific tasks that happen on Tuesday and 
Wednesday.  

December through May: ~ 20 hours/week  
Winter hours include updating the marketing plan based on the farm business plan and program 
expansion; develop implementation strategies and prepare media content; and organize and create 
marketing/ branding materials for the upcoming season. Initial CSA sign-ups start in February.  

Winter schedule would be flexible in regard to days of the week. There is also the ability to take off 
work for 4 to 6-weeks during the winter months depending on timing.  

Required Experience and Skills  

• Bachelor’s degree in marketing, communications, business, or a related field preferred. 

• Relevant professional 1-year + experience in marketing, outreach, or customer engagement 

roles and project planning.  

• Experience in agricultural, food sector, or small business marketing 



● Experience and Skills  
○ Exceptional organizational skills and attention to detail 

○ Computer skills; Excel and Google Suite 

○ Experience in email marketing and MailChimp 

○ Experience in social media accounts and advertising 

○ Experience in digital media creation such as Adobe Creative or Canva 

○ Customer service experience  

○ Experience in website management  

○ Experience in some form of customer database software  

○ Strong written and verbal communication skills 

○ Logistical thinking and planning 

○ Ability to be self-directed and work independently 

○ Ability to problem solve, zoom out and think ahead  

○ Ability to be flexible and adapt to changing situations 

○ Knowledge and appreciation of food, cooking, and seasonal eating.  

 

Compensation  

Hourly compensation at $20 - $25/hr DOE. Compensation reviewed annually.  
Monthly Cell Phone Stipend $25/month 

Employee will be subject to a 6-month and 9-month review, and 12 - month probationary period  

Vegetables will be available at no cost and employees are encouraged to preserve and take-home 
storage produce. 

In addition, the employee will have the ability to trade a large summer CSA share ($540 values) and a 
winter storage stock up share ($125 value).  

Benefits after 12-months employment 
Paid time off of 2 days per year after the first 12-months of employment. Plus, addition accrual at .01 
PTO after 12- months employment. 
 

How to Apply 

Applications will be accepted through January 4th, 2026, with interviews starting shortly after. Please 
email application to harlequin.produce@gmail.com 

1. Current resume 
2. Cover Letter 
3. A mock email, announcing the opening of Harlequin Summer CSA 
4. A canva design announcing the opening of Harlequin’s Summer CSA 

www.harlequinorgnicproduce.com 
https://www.instagram.com/harlequinproduce/ 
https://www.facebook.com/p/Harlequin-Produce-100064745974377/ 
 

Questions contact: 
Kaly Hess 
406-459-7217 


