Position Description:

Economic Development and Port Director

_____ Chamber of Commerce and Growth and Development Foundation, Inc.

Nature of Work:

Plans, organizes and directs activities to enhance economic development in ___ County emphasizing identifying and targeting new business and industrial development, existing business retention and expansion, marketing, community education of the economic development process, downtown revitalization, maintaining professional working relationships with local officials, community groups and state and federal agencies. The Director reports to the ___ Growth and Development Foundation board and ___ County Port Commission board.

Essential Duties:

Develops and implements short and long term economic development strategies, public/private partnerships and business assistance programs for existing and prospective businesses. Makes recommendations relating to programs, activities, policies and procedures to further economic development goals.

Develop and implement a business recruitment and retention effort and marketing strategy to enhance ___ County’s commercial and industrial base.

Prepare annually the economic development budget and ensures the financial accountability and appropriate record keeping and internal controls.

Facilitates the successful completion of required procedural documentation to effectuate project completion. 

Monitor economic development legislation and update board members accordingly. Stay well-informed on the latest trends in economic development, business and industry, financing, taxation and other areas to be prepared to promote the economic development of ___ County.

Maintain a close effective and harmonious working relationship with the __ County Board of Supervisors, (city) Board of Aldermen, other county, regional and state economic development professionals, public officials, business and industry leaders, regulatory officials and others to enhance the effectiveness of the Foundation.

Maintain the highest degree of confidentiality and ethical standards on all economic development projects and local community initiatives by conducting all business, professional and personal affairs in such ways as to bring credit to ___ County and the Foundation.

Maintain up-to-date reference materials and comprehensive community data, or have access to it, on available buildings, greenfield sites, labor, transportation, utilities, natural resources, business activities, sources of financial assistance, taxes and other subjects to respond to the needs of new or expanding businesses or State economic development project managers seeking assistance.

Serve as a liaison to the business community, economic development agencies, governmental agencies in furthering ___ County’s economic development growth and policies.

Assisting prospective companies and consulting firms with the acquisition/disposition or lease of properties needed for economic development projects that are financialy-sound, legal, moral and of a popular nature that create jobs and other economic benefits in ___ County.

Knowledge, Abilities and Skills:

Qualification Requirements: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required.

Considerable knowledge of modern principles and practices of economic development.

Knowledge of structure and operation of municipal government principles, practices, procedures and legal requirements.

Knowledge of organizational and management practices as applied to the analysis and evaluation of economic development programs, policies and operational needs.

Knowledge of real-estate practices, management, organization, and legal practices pertaining to real property, right-of-way, acquisition, and relocation, survey laws, land transaction methods, title records and instruments.

Knowledge of economic analysis techniques related to market, feasibility and impact studies.

Ability to analyze and develop policies related to economic development.

Knowledge of grant research and preparation.

Knowledge of methods and techniques for business and community involvement. Ability to motivate others to gain support for new initiatives.

Thorough understanding of ___ County and (city)’s political environment and sensitivities, ability to function effectively within that environment.

Knowledge of modern office practices, procedures, systems and equipment. Ability to operate computer equipment and programs to produce publishable reports and documents.

Ability to interpret pertinent legal documents, laws, and regulations and seek assistance when necessary.

Ability to cultivate and maintain cooperative and effective working relationships with elected officials, advisory bodies, the business community, corporate officials, employees, media and the general public.

Ability to accurately evaluate problem situations and adopt  an effective course of action to mitigate potential public relation problems or otherwise.

Ability to communicate effectively in written and oral form to a diverse audience, and to prepare and analyze technical and administrative reports, statements and correspondence.

Ability to effectively represent the City and Foundation in situations which are potentially adversarial or stressful.

Ability to maintain a productive and  pro-active business-like approach to promote and encourage business investment in ___ County.

Education and Experience Requirements:
Bachelor’s degree form an accredited four-year college or university in: economics, marketing, finance, planning, public or business administration or related field, and five (5) years of increasingly responsible work experience in any combination of public or private business, real estate or economic development, including a minimum of two years managing complex projects.  

Position offers a competitive salary ($00,000 - $00,000) and benefits package. Submit resume and letter of introduction addressing qualifications to:

Closing Date:  MM/DD/YY

