Middletown, CT
Job Description

Classification Title Economic Development Specialist

Job Code

Department Planning, Conservation & Development
Union Group Teamsters 671

FLSA Status Exempt

Pay Grade

PURPOSE OF POSITION

The purpose of this position is to encourage and promote economic growth by assisting

existing businesses, recruiting new business and planning and completlnq economic
development projects.

ESSENTIAL DUTIES & RESPONSIBILITIES

The intent of this job description is to provide a representative summary of the major
duties and responsibilities performed by incumbents of this job. Employees may be
requested to perform job-related tasks other than those specifically presented in this
description.

GI-ty—ASSIS'[S Iocal businesses, entrepreneurs and business startups. V|S|ts Wlth

companies to determine needs. Assists businesses in finding space, obtaining
financial assistance, business planning, interfacing and employee recruitment.

tha#e*pan&e#%&and—pmbiems%heye*penene&Recrwts new busmesses using

leads from various sources. Connects new businesses with service providers.

e Publishes economic development information. Develops and maintains data and
information on City and region.

develepmen%&P omotes and supports downtown busmesses Part|C|pates in
Downtown Business District Organization and Connecticut Main Street Center.
Assists exiting businesses with needs through local and state assistance providers.
Recruits new downtown businesses. Promotes downtown events and facilitates
group discussions.
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GvcyRepresents the Cltv on various board of dlrector not for profit economic

development organizations and commissions. Forms groups of like businesses for
the purposes of marketing, creating new initiatives and assisting growth. Facilitates
collaboration between various groups.-

»Staffs the Economic Development Committee. -+Reports on projects and acts on
issues and projects and decisions as directed. Attends monthly EDC meetings and
reports on act|V|t|es and opportunltles Prowdes adV|ce on |ssues Staﬁs—the—l%nfee#pnse

da%a—en—busumsses—&nd—eemme#e&&#e&kesta&euAuthors economic development
portion of the Comprehensive Annual Financial Report. Maintains current data in
report, which includes mill rates, building permits, growth in square feet of new and
existing commercial and industrial buildings and tax base.

e Perform other related duties as assigned.

MINIMUM JOB QUALIFICATIONS
Education and Experience
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Bachelor S degree and at Ieast five vears of economlc development experlence R

Appropriate education substitutions can be made.
Other

. » : on of o valid eutt deivers | |

PREFERRED QUALIFICATIONS
Certified Economic Developer, CECD from IEDC.

KNOWLEDGE SKILLS and ABILITIES

dewed—eu%eeme—Reqewe&me&bmty—teﬂaepas—Mead—perewKnowledqe of avallable

commerC|aI and mdustnal real estate

coIIaborat|on between busmesses and people

e Must possess research, marketing and writing skills
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e Ability to Rrelate to and interact with a non-traditional and diverse student and

employee population

e Ability to Wwork independently
e Ability to Bbalance competing requirements and needs of client organizations
e Ability to Rread, analyze, and interpret standards, policies, procedures, and

regulations

e Ability to Bdevelop and write reports, policies, and correspondence

e Ability to Hhandle common inquiries or complaints

e Ability to Bdefine problems, collect data, establish facts, and draw valid conclusions
e Ability to Eexercise good judgment and focus on detail as required by the job

e Ability to ©operate standard office equipment, such as computer keyboards and
monitors, copiers, scanners, and telephone

e Ability to Yuse (or learn to use) computer software and systems applicable to the

position

e Ability to Ffollow oral and written instructions and procedures

e Ability to ©collect, organize, and interpret data and prepare accurate records

e Ability to €compare data from a variety of sources for accuracy and completeness

e Ability to ©organize large volumes of detailed data and information

e Ability to Mverify and maintain accuracy of detailed data and information, detect data

errors

e Ability to Mmeet schedules and deadlines of the work unit

e Ability to €communicate in English effectively orally and in writing

e Ability to Mmaintain well-organized materials, files, systems and tools
e Ability to Aadapt to changes in work situations and priorities

e Ability to Rreason/analyze; use logic to identify and resolve problems
e Ability to Eevaluate, organize, and summarize data and information

e Ability to Eestablish and maintain constructive and cooperative interpersonal
relationships with staff, peers, supervisors, or managers in the work unit and other
departments, as well as with staff of outside entities and other individuals, as
applicable to the essential duties and responsibilities
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e Ability to Ssatisfyies the needs of internal and external customers accurately and
promptly, treating customers with fairness and respect.

PHYSICAL REQUIREMENTS

Exerting up to 20 pounds of force occasionally, up to 10 pounds of force frequently,
and/or a negligible amount of force constantly having to move objects. If the use of arm
and/or leg controls requires exertion of forces greater than that for the Sedentary Work
category and the worker sits most of the time, the job is rated Light Work.

WORKING CONDITIONS

The working conditions described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Position requires stooping, kneeling, crouching, reaching, climbing and balancing.
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The City of Middletown, CT is an Equal Opportunity Employer. In compliance with the
Americans with Disabilities Act, the City will provide reasonable accommodations to
qualified individuals with disabilities and encourages both prospective and current
employees to discuss potential accommodations with the employer.

Date created:

03/05/15

Dates revised




