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Economic Development Manager

	Department:
	Economic Development	
	Reports To:
	Assistant City Manager
	Division:
	Economic Development	
	FLSA Status:
	Exempt
	Pay Grade/Range:
	16	
	Revision Date:	
	7/1/2014


GENERAL STATEMENT OF JOB

The Economic Development Manager is a management position with primary responsibility for developing and implementing the City’s economic development program.  This key management position is responsible for attracting new and assisting existing retail, commercial and industrial businesses to the City in an effort to increase primary jobs and provide sound growth of retail tax revenues; developing training programs, providing assistance to, and encouraging incentives for, new and existing businesses; acting as a liaison with state, regional and local economic development organizations and other jurisdictions; tracking, monitoring, and reporting on the economic development program budget; and developing marketing and advertising materials to promote business in the City.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Develops the goals and objectives of the City’s economic development program.
Makes recommendations on appropriate incentive programs for new and existing businesses to maintain and/or increase primary jobs, tax revenues and generate economic development.
Identifies and solicits prospective developers and users of commercial and industrial space within the City of Centennial.
Works with brokers and other individuals to locate available sites with appropriate zoning for desirable businesses.
Collects and disseminates statistical data relevant to potential developers.
Investigates and analyzes financing mechanisms for potential development projects.
Prepares economic development marketing programs, materials, and services that enhance the City’s identity, all of which are intended to promote the growth and development of industrial, office, and retail enterprises within the City.  
Represents the City in meetings with professional organizations, outside agencies, and the general public.
Maintains contacts with national, regional, and local developers, financial institutions, real estate brokers, and regional and state economic development agencies.
Makes public presentations to groups or members of various organizations.
Conducts retention visits, responds to business issues, and builds relationships with existing businesses.  
Addresses concerns of existing business community by conducting surveys to ascertain needs and problems and facilitate problem resolution. 
Advises, counsels and supports prospective businesses and start-up businesses. 
Researches, authors, and oversees design and production of complex documents, such as monthly business report and annual report summarizing economic development activities and accomplishments.
Provides updates, progress reports, advice, and assistance to the City Manager and City staff and local officials on the status of economic development services and projects.
Establishes and maintains a working environment conducive to positive morale, individual style, quality, creativity, and teamwork.
Develops, implements, and oversees an Economic Development work plan; organizing, prioritizing, and assigning work activities, projects, and programs; monitoring work flow; reviewing and evaluating work products, methods and procedures.
Develops, directs, and coordinates the implementation of goals, objectives, policies, procedures, and work standards for the Economic Development.
Participates in the development and administration of the Economic Development’s budget; directs the forecast of funds needed for staffing, equipment, materials, services, and supplies; monitors and approves expenditures. 
Writes and reviews City Council Reports.
Prepares and delivers public presentations before City Council.
Directly supervises consultants hired for special projects. 
Makes recommendations to the Director, Finance for budget allocations pertaining to economic development.
Observes and follows established policies and procedures in the daily conduct of the job.  Plans and arranges work schedule and establishes priorities to complete scheduled, assigned work within the time frame and parameters assigned.
Provides excellent customer service to both internal and external customers and vendors of the City of Centennial. 
Performs other assignments and projects as required and assigned.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Maintains current knowledge of federal, state and local statutes, ordinances, procedures, and trends related to economic development and helps ensure their implementation. 
Must have intermediate mathematics and accounting skills.
Excellent written and verbal communication skills.  The ability to effectively communicate and interact with elected officials, staff, consultants and the public in a positive and cooperative manner.  
In-depth knowledge of economic development principles.
Strong project management skills.
Excellent public speaking skills.
Substantial knowledge of financing principles and tools.
Ability to be innovative and creative in the development of plans and programs addressing economic and development issues.
Ability to work independently and as a team member.
Ability to analyze business pro formas, balance sheets and fiscal impact analysis models.
Ability to use standard office equipment, computer equipment and software including word processing, database management, and spreadsheet applications and electronic mail.    Proficiency with MS Office Suite required.
Ability to develop and maintain productive relationships with elected officials, business leaders, advisory boards, the news media, and the general public.
Understanding the City's political environment and sensitivities; ability to function effectively within that environment.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Requires a Bachelor’s Degree in Economics, Finance, Marketing, Business, Public Administration, Accounting, or related field.  A minimum of seven (7) years of increasingly responsible experience in business, economic development and/or planning in the public or private sector, including direct exposure to and substantial working knowledge of the planning, development, and regulation processes of the public sector.  An equivalent combination of education and experience may be considered.   Other preferences include a Master’s Degree in one of the above-referenced or related fields, previous municipal government experience, Economic Development Certification (CED), and at least two (2) years of project management experience.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS
[bookmark: _GoBack]
Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 20 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer
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