ECONOM C DEVELOPMENT DI RECTOR

DEFI NI T1 ON

This enpl oyee is responsible for coordinating a broad range
activities related to industrial and comunity devel opment. The
enpl oyee i s under the general supervision of the mayor and city
governing body. Instructions to the enpl oyee are sonmewhat
general . In many cases, professional or contractual standards
gui de the enpl oyees work. However, the enpl oyee nust many tines
use i ndependent judgenent and consider different courses of
action in order to conpl ete tasks.

EQUI PMENT/ JOB LOCATI ON

The enployee will operate a variety of nodern office

machi nery such as a conputer, typewiter, fax machi ne and copier
The enpl oyee typically works indoors in an office

envi ronment .

ESSENTI AL _FUNCTI ONS OF THE JOB

Recruits business and industry to the conmunity.

Prepares, submts, and obtains grants and | oans for
communi ty devel opnent rel ated prograns.

Serves as |iaison between existing business or industry and
ot her agenci es.

Adm ni sters grant and | oan prograns. Ensures conpliance with
all applicable federal, state and |ocal regul ations.

Makes reports to the | ocal governing body and state or
federal agencies as required.

Researches availability of assistance or devel opnent
prograns and designs projects which neet programeligibility
requirenments.

ADDI T1 ONAL EXAMPLES OF WORK PERFORMED

Prepares statenents and nmakes a variety of reports for
i ndi vi dual s or agencies involved in community devel opnent.
Makes annual budget reconmmendations for the departnent.
Provides a variety of support services to business and
i ndustry and ot her agencies or individuals involved in comunity
devel opnent .
Performs other duties as required.

REQUI RED KNOW.EDGE AND ABI LI TI ES

Know edge of business financing and accounting principles.
Knowl edge of city ordinances, state and federal |aws related
to community devel opnment and busi ness or industrial devel opnent.
Know edge of federal, state, and other devel opnent
assi stance prograns.
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Know edge of bidding procedures, and contract witing.

Ability to conceptualize, design, and inplenment conmunity
devel opment and busi ness/industry recruitnment prograns.

Ability to establish and nmaintain effective working
relati onships with the public, business and industry, and other
enpl oyees. Contact with the public is frequent.

QUALI FI CATI ONS

Graduation froman accredited college, preferably with
course work in business/public admnistration or finance.

At least 3 to 5 years experience in community devel opnment
and business or industrial devel opnent/recruitnent.



