
ADAMS COUNTY

SUMMARY JOB DESCRIPTION

Position: Economic Development Director


Position Number:  2100

Department: Economic Development



Classification:  Management (M6)








Exempt FLSA
1.0 MAJOR FUNCTION AND PURPOSE

1.1
This single position is responsible for identifying business growth opportunities within Adams County and recommending and implementing a course of action that, when approved by the Board of Commissioners, will lead to or have a high probability of creating additional economic growth within the county.
2.0 SUPERVISION RECEIVED

2.1
Persons in this position exercise discretion and independent judgement, within the scope of policy and regulations, in the daily performance of their duties. Supervision and guidance are received directly from the Adams County Board of Commissioners and this position serves at the pleasure of the Board. 
3.0 SUPERVISION EXERCISED

3.1
Persons in this position supervise the daily work activities of all personnel within the Economic Development Department. 
4.0 SPECIFIC DUTIES AND RESPONSIBILITIES

4.1
Serve as a leader in recruiting and assisting businesses interested in locating in Adams County.

4.2
Implement and maintain Economic Development Best Practices for: Business & Industry Recruitment, Business Retention & Expansion, Workforce Development, Real Estate Development & Reuse, and Small Business and Entrepreneurial Assistance.

4.3
Develop, recommend, and implement the county’s Economic Development Strategy & Work Plan.

4.4
Collaborate with the Adams County Development Council for the advancement of overall economic development goals and objectives.

4.5
Identify and maintain an inventory of the available properties and disposition of properties needed for economic development projects. 

4.6
Meet with affected property owners in potential economic development areas to assess and coordinate the county’s economic development efforts.

4.7
Develop, implement, and participate in special business community events to promote business development and vitality.

4.8
Build effective relationships with the business community, chamber of commerce, economic development planning advisory boards, economic development agencies, elected officials, and governmental agencies in furthering the County’s economic development goals. 

4.9
Assist and advocate for businesses and industry during permitting efforts.
4.10
Monitor County actions/policies related to economic development.

4.11
Research, analyze, inventory, and report on economic and market trends.

4.12
Inventory available resources within the County as they pertain to Economic Development.

4.13
Assist the business community, advisory groups, other governmental agencies, citizens, and citizen groups with grant writing. 
4.14
Perform public relations related tasks on behalf of Adams County, including physical and digital press releases, press conferences, and social media. 
4.15
Plan, development, submit and monitor the Economic Development Department’s annual budget.
4.16
Perform all other related duties as assigned and necessary.  

5.0
REQUIRED KNOWLEDGE AND ABILITIES

5.1
Knowledge of community structure and operations, organizations, policies, and ordinances that affect economic development.

5.2
Understanding of marketing and promotion techniques.

5.3
Capability to perform market analysis as it relates to the potential development of a specific site.

5.4
Knowledge of real estate practices, management, organization, and legal practices pertaining to real property, right-of-way, acquisition, and relocation; survey laws, land transaction methods, title records, and instruments.

5.5
Knowledge of economic analysis techniques related to market, feasibility, and impact studies.

5.6
Knowledge of grant research and preparation.

5.7
Ability to motivate others to gain support for new business.

5.8
Understanding of political environments and sensitivities and the ability to function effectively within that environment.

5.9
Ability to interpret pertinent legal documents, laws, and regulations.

5.10
Ability to cultivate and maintain cooperative and effective working relationships with elected officials, advisory groups, the business community, department heads, employees, media, and general public.

5.1
Ability to communicate effectively in written and oral form to a diverse audience and to prepare and analyze technical and administrative reports, statements, and correspondence.

5.12
Effective organization and expression of ideas through use of oral and written communications. 

5.13
Effective presentation of information to top management, public groups, boards of directors, or governing bodies. 

5.14
Effective use of interpersonal skills in a tactful, patient, and courteous manner.
6.0
MINIMUM QUALIFICATIONS

6.1
Bachelor’s degree in economic development. urban planning, business administration, or a related discipline, or five (5) years of work experience in economic development, real estate development, property management or a similar field. The requirements may be substituted with a combination of certification through the Certified Economic Developer (CEcD) program and relevant work experience on a case-by-case basis.   

6.2
Experience in working with local, county, and state government agencies and elected officials.

6.3
Experience in public relations, including interaction with the media.

6.4 Ability to manage and update websites.

6.5
Valid Washington State Driver license and appropriate insurance at time of hire for work-related travel. 
7.0
DESIRABLE QUALIFICATIONS AND ABILITIES

7.1
Experience in the following professions: community development, business, finance, marketing, advertising and promotion, property management, or a related field.
7.2 Certified Economic Developer (CEcD).

8.0
WORK ENVIRONMENT AND PHYSICAL DEMANDS 
8.1
While performing the duties of this job, the employee typically works in an office environment.  Frequent travel, under all weather and road conditions, is required throughout the year for the purposes of Business and Industry attraction and the overall promotion of Adams County.
8.2 
Incumbent must be available for meetings and other events after standard work hours.

8.3
While performing the duties of this job, the employee is frequently required to sit for long periods of time, as well as to stand, reach, bend, kneel, stoop, bend, climb, turn, twist, and use hand/finger dexterity to handle objects and operate office equipment. The employee is frequently required to operate a County-provided vehicle during the course of official business and lift and/or move items up to forty (40) pounds.

8.4
Persons in this classification must, with or without accommodation, speak and hear within normal ranges, communicate via telephone, and possess close vision acuity sufficient to read small print.
The duties listed above are not inclusive of all the duties an employee may be assigned to perform. Should the need arise, this position may be assigned to work under the direction of other agencies or departments in order to assist in the development, creation, or compilation of data essential to the basic function. The intent is to provide assistance to those departments responsible for such data in a manner that ensures a united commitment to future economic growth. This job description does not constitute an employment agreement between the employer and employee and is subject to change as the needs of the employer and requirements of the job change.




� Position established under R-87-02 on 11/25/2002.  Position classified at Range 16 on Adams County Salary Schedule.  Fund #122 – Distressed Counties.





Position duties and responsibilities revised 03/03.  Position title changed from “coordinator” to “analyst” on September 10, 2003.





Position reclassified to Employee Exempt Salary Scale effective January 1, 2006 @ EE2.





Position reclassified to Management Level (M1) effective March 24, 2014 under Resolution No. R-017-2014.





Position title changed from “analyst” to “director” on June 16, 2014.





Position reclassified to M6 effective January 18, 2018 effective under Resolution No. R-059-2017





Position description, with minor modifications, newly classified within the Economic Development Department pursuant to Resolution No. R-051-2020 on October 19, 2020. Position number changed from 1112 to 2100 pursuant to the same.






