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ECONOMIC DEVELOPMENT COORDINATOR








KIND OF WORK:  This is administrative work in planning, organizing and directing a comprehensive economic development program.





DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for evaluating and implementing economic research programs and for establishing liaison with those involved in planning and promoting industrial development.  Work is performed with considerable independence and is reviewed by the Community Services Manager through conferences and analysis of reports and recommendations.  Supervision is exercised over technical and clerical staff personnel.





EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Organizes and directs a Small Business Administration Loan Program; serves as executive director of a local development corporation or certified development corporation; determines local economic base and potential for controlled commercial and industrial development; meets with business groups, governmental agencies, civic associations, industrial representatives and others involved in planning and promoting industrial growth; coordinates the capital project development and funding for a tax-increment district; plans, organizes, directs and reviews the activities of departmental personnel; prepares reports and makes recommendations based upon economic conditions, trends and growth potential; prepares economic analyses for administrative use; maintains current information on local economic and marketing conditions; performs related work as required.





ESSENTIAL REQUIREMENTS OF THE WORK:  Comprehensive knowledge of the principles, practices and methods of compiling, analyzing and evaluating economic and market research data; thorough knowledge of administrative management principles and practices; ability to organize and operate a local development corporation and a Small Business Administration Loan Program; ability to plan, organize and direct the activities of technical staff involved in economic research and development programs; ability to communicate clearly and concisely both orally and in writing; ability to establish and maintain effective working relationships with industrial leaders, government officials, employees and the general public.





MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in economics or a closely related field, and a minimum of five years' experience in economic planning and market research including a minimum of one year's experience administering a Local Development Corporation program; or a combination of education and experience equivalent to these requirements.
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