CITY OF RICHMOND
JOB DESCRIPTION

POSITION TITLE: Economic Development Director
PAY GROUP:  M-3 
FLSA STATUS: Exempt
JOB SUMMARY: To assist the Development Corporation of Richmond Board in the implementation of programs that facilitates economic growth and development within the City and carry out the Corporation’s mission and strategic priorities.   Performs highly responsible and complex professional work related to the administration of all aspects of the City’s Development Corporation program pertaining to industrial, commercial and residential businesses.  

REPORTING RELATIONSHIP: 

Reports to: Development Corporation of Richmond Board with a dotted line accountability of the City Manager.  

Supervises: None

ESSENTIAL JOB FUNCTIONS

· Serves in an executive leadership role, interacting routinely with the DCR Board to set, execute and track annual work programs and budgets, carrying out the DCR’s mission and strategic priorities.

· Serves as the primary point of contact for economic development in Richmond, promptly following up on inquiries from potential investment and job creation prospects; maintaining a database of post and current prospects; knowing the competition and enthusiastically conveying Richmond’s story; reporting on CDR progress and next steps.

· Be aggressive in networking with persons, agencies, organization, business and trade groups and other economic development professionals at the local, regional, state and national levels.

· Advocate for executing the DCR Strategic Plan and a Richmond Economic Development Plan.

· Leads all activities of the DCR, City and other local and area partners and entities that help shape public, business/development community and opinion leader perceptions of Richmond and its image, reputation, assets and challenges, and accomplishments.
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· Supports with direct or in-kind support for community events that appeal to residents and visitors to Richmond.

· In coordination with the City Manager, coordinates, administers and develops economic development initiatives on behalf of the DCR.

· Assists the City Manager in maintaining professional working relationships with local agencies, developers, citizen groups, private consultants and others.

· Provides staff support to a variety of City boards and commissions, including West Fort Bend Management District.
· Oversee the completion of a Target Industries Study.

· Develop a plan for implementation of the Target Industries Study.

· Represents the DCR’s interests as directed.

· Develops short and long-range plans, program development, special projects and coordination of economic development as directed by the DCR Board consistent with strategic directives.

· Develops and maintains a comprehensive database inventory of available sites, buildings, and businesses within the City.
· Promotes the availability of sites/buildings to prospective businesses and maintains contact with land owners, brokers and developers regarding property suitable for development.

· Coordinates business retention and recruitment efforts, including personal contact.

· Determines the economic and financial impact of publicly assisted projects to the City using such measures as tax base, job creation, direct spending and indirect project benefits.

· Prepares financial analyses, tax abatement calculations and feasibility studies for assigned projects.

· Develops and recommends financial incentive packages when appropriate and monitors compliance with same.

· Develops and implements plans for the personnel, financial & programmatic operation of the DCR, and executes adopted budget plans consistent with DCR policy.

· Assures special events are planned and executed in an efficient and effective manner, including activities with the Central Fort Bend Chamber of Commerce for marketing activities and business appreciation luncheons.
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· Develops an on-going marketing program applicable to local and non-local firms.

· Prepares, maintains and distributes materials and informational packets on the City to assist in marketing the community for business development.

· Coordinates the development and administration of the DCR; completes forecasts of additional funds needed for staffing, equipment, materials and supplies and other related budgetary functions;

· Prepares grants, RFP’s and other reports as required.

ADDITIONAL FUNCTIONS OF THE JOB

· Performs other job related functions as assigned or apparent.
KNOWLEDGE, SKILLS AND ABILITES

Knowledge:

· Knowledge of principles of land use, business development and economic development.

· Knowledge of municipal finance principles.

· Knowledge of computers and various software programs relating to business/economic development.

Skills and Abilities:
· Skill and ability to operate required tools and equipment; effective writing and speaking skills.
· Good organizational and management skills.

· Ability to research, organize and present statistical, financial and factual information verbally and in writing.

· Ability to work under time constraints.

· Ability to perform statistical and financial calculations.
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· Ability to work without direct supervision.

· Ability to establish and maintain effective working relationships with other employees, supervisors, governmental agencies, members of the business community and the general public.

· Ability to respond to numerous inquiries regarding real estate/business development opportunities.

· Ability to deal with difficult people, negotiate and mediate differences, retain confidence of the public, the department staff, the City Manager, the Mayor and City Commissioners.
MINIMUM EDUCATION, CERTIFICATION AND EXPERIENCE QUALIFICATIONS:

· Bachelors degree in Public Administration, Urban Planning, Business Administration, Real Estate Development or related field.

· Masters degree with two (2) years experience performing municipal work preferred.
· Any combination of education, training, and experience that provides the required knowledge, skills and abilities.

· Valid Texas Drivers License.
PHYSICAL DEMANDS:

· Standing/Walking: Walking required for communicating with other divisions, obtaining information, attending meetings in other buildings.  Walking indoor buildings conditions are concrete or tile. Outdoor conditions are gravel, dirt and concrete.
· Sitting: While in meetings, handling office paperwork, utilizing telephone, computer, calculator, etc.
· Reaching/Handling/Fine Dexterity: Required when utilizing telephone, computer calculator and files. 
· Vision: Required to perform all tasks associated with this job.
· Pushing/Pulling: Required when pushing and pulling 1 – 5 lbs, of exertion for opening filing cabinets and desk drawers.
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· Kneeling/Crouching/Crawling/Bending/Twisting: To obtain files from lower drawers in files and when obtaining supplies from lower shelves. While handling files, operating computer and copiers, and when utilizing the telephone.  
· Climbing/Balancing: Required for climbing steps in two or more story buildings.
· Hearing/Talking: Required for talking on the telephone and in person to employees and other persons.
· Foot Controls: Driving is required for educational meetings and seminars; to and from work.
· Lifting/Carrying: Occasional lifting of computer paper boxes, storage boxes, computer equipment. Occasional carrying of bound reports, computer printouts, supplies, and notebooks. 
This Job Description does not constitute an employment agreement between the City of Richmond and the employee.  This position is subject to change by the employer as the needs of the employer and requirements of the job change. 
Signature


Date

Revised: 6/2017
