DISCLAIMER

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.

CITY OF DULUTH

JOB DESCRIPTION

JOB TITLE:        Economic Development Specialist

DEPARTMENT: Planning & Development

SUPERVISOR: Director of Planning & Development

JOB SUMMARY:

Performs a variety of administrative, technical and professional work in the preparation and implementation of economic development plans, programs and services for the City of Duluth. Responsible for coordinating and developing annexation projects and assists with implementation of the down town development plan in order to help expand the City's tax base. Work is performed with a high degree of initiative and independent judgment in the preparation and implementation of economic projects within established objectives. Work is performed under the general supervision of the Director of Planning & Development.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Develops continuous and long range expansion projects for the City; gathers, interprets, and prepares data for studies, reports and recommendations; coordinates activities with other departments and agencies as needed.

Solicits prospective businesses and homeowners and prepares information for the specific purposes of annexation and down town development; schedules appointments for meetings; provides professional advice; makes presentations to supervisors, boards, commissions, civic groups, homeowners associations, and businesses. Provides information on annexation and downtown economic development issues, programs, services, and plans.

Develops and maintains a comprehensive inventory of available buildings and sites in the community for economic development purposes; develops and maintains schedule for parcels to be contacted on a weekly basis.

Prepares and maintains information on utilities, taxes, zoning, transportation, community services, enhancing tools, etc.; responds to requests for information for annexation purposes; prepares data sheets, brochures and other information packages. Responds to local citizens and businesses inquiring about local economic development activities and opportunities.

May confer with the Public Information Officer in gathering existing City information and brochures to be used in the preparation and development of information packages; provides updates regarding annexation and down town development projects to be used in press releases and the City newsletter.

Serves as a liaison between the City of Duluth and the Gwinnett Chamber of Commerce, Merchants' Associations, and other public, private or nonprofit groups and associations interested in annexation or development in the down town area.

Coordinates the processing of annexation requests to insure state requirements and guidelines are followed properly.

Assists with implementation of down town development plan; coordinates with existing businesses in the down town area for facility improvement; and coordinates construction for public improvement projects.

Monitors local, state and Federal legislation and regulations relating to economic development, and reports findings, trends and recommendations to supervisor.

Provides staff support to the Planning Commission, as needed and assigned. Prepares annexation and down town development reports and supporting data, including recommendations.

Prepares graphics, charts, tables, promotional materials, etc. for annexation and down town development activities.

Researches, prepares, and writes grant applications related to economic development as needed.

Receives applications for low interest loans.

PERIPHERAL DUTIES

Serves as a member of various staff committees as assigned.

Attends professional development workshops and conferences to keep abreast of trends and developments in the field of municipal planning.

Assists other staff members as needed.

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. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

MINIMUM QUALIFICATIONS: Education and/or Experience:

Four-year degree in urban planning, business or public administration, economics, marketing, public relations, or a related field.

Two years experience in performing related work.

Any equivalent combination of education and experience is acceptable.

Knowledge. Skills and Abiiities:

Knowledge of business development; economic development; municipal zoning and infrastructure; planning prograrms and processes.

Knowledge of basic grammar, language usage and vocabulary.

Skill in the operation of the listed tools and equipment.

Ability to communicate effectively orally and in writing.

Ability to establish effective working relationships with other City employees, business owners, homeowners, civic organizations, commissions, elected officials, and the general public.

Ability to effectively market attributes of the City of Duluth, both in person and on telephone.

Ability to process information, applications and forms requiring accuracy, thoroughness and attention to detail.

Ability to develop and maintain a schedule of projects.

Ability to prepare accurate, clear, and concise documents.

Ability to develop attractive and informative brochures and information packages.

Ability to understand and follow complex oral and written instructions.

Ability to work independently with general supervision.

Ability to drive and operate the department's assigned vehicles in a safe and efficient manner.

OTHER REQUIREMENTS:

Possession of valid State of Georgia Driver's License (Class C) and a satisfactory Motor Vehicle Record (MVR).

TOOLS AND EQUIPMENT USED:

Personal computer, including word processing and spreadsheet software; motor vehicle; calculator; phone; copy and fax machine.
