COMMUNITY DEVELOPMENT/ECONOMIC DEVELOPMENT DIRECTOR

& GRANT WRITER

SALARY RANGE: S5 $6,639.97 - $8,070.93 per month
GENERAL RESPONSIBILITIES:

Under the general supervision of the City Manager to plan and aggressively promote citywide development (Community & Economic Development); coordinate related inter-departmental activities; grant writing and administration of grant and loan awards; assist and work effectively with City Manager and management team staff and other employees as needed and /or required.
EXAMPLE OF DUTIES:

The following example of duties ARE NOT intended to serve as a comprehensive list of all duties performed in this classification. The list is only a representative summary of the primary duties and responsibilities.  

· Development, implementation and coordination of Community Development and Economic Development programs; 
· Development, implementation, administration, review and update of City-wide plans and policies pertaining to Planning/Community Development, Economic Development and Housing; 

· Creation of job opportunities for community;
· Apply for and administer grants and loans; 
· Prepare budgets;

· Develop special administrative reports and studies as assigned and/or required; 
· Draft and prepare staff reports and annual reports;

· Meet with developers, City Engineer, Public Works, etc. on practical implementation of City services; 
· Staff advisor to the Planning Commission, Economic Development Agency and new Trails Committee;
· Consistently demonstrate good typing, spelling and grammar skills;

· Attend and participate in meetings of the City Council (including Study Sessions), Budget/Finance, Planning/Community/Economic Development, Trails Committee and/or others as needed/required;

· Good interaction skills to promote positive partnerships with elected and appointed officials, financial institutions, representatives of the building industry/developers, property owners and the public; and,
· Assist the City Manager as needed, directed and/or required.

DESIRABLE QUALIFICATIONS:

Knowledge of: Operations, principles, practices and procedures of community development & economic development; preparation and management of municipal budgets; focus toward achieving the City’s Community Development and Economic Development goals; must possess good, solid knowledge/methods of general Planning & Zoning, Building Codes, Development Standards, Public Works Standards, Finance/Budget, Housing Grants/Programs; and, extensive knowledge and experience in grant writing and implementation of grant and loan awards.

Skills: Undertake the daily operations of the City’s Community Development/Economic Development/Grant Writing Department including administration of housing programs and all other related community development/economic development programs; develop, administer and monitor departmental budget(s); exercise good judgment in analyzing and problem solving; present ideas clearly and effectively; establish and maintain cooperative working relationships with City Manager, City Departments and Officials, outside agencies, community groups and the general public; speak in public as needed/requested/required; utilize and safely operate various office equipment; draft and provide professional quality studies, reports, applications, correspondence, etc. --, consistently demonstrating good typing, spelling and grammar skills; and, carry out direction of the City Manager and associated assignments without detailed instruction and/or delay.  
EDUCATION AND EXPERIENCE: 

Bachelor’s Degree from an accredited college or university in Urban Planning, Public/Business Administration, or related field; AND, a minimum five (5) years of experience supervising and managing community development/economic development operations (including successful grant writing, implementation and administration of grants); OR, an equivalent combination of education and experience.
Position requires prior experience working with Building Departments, Code Enforcement and Public Works Departments and Engineering.  Candidates shall have a proven, successful background in grant writing.

LICENSE:

Must possess a valid California Driver’s License at time of appointment and shall maintain a valid license at all times during employment.

EMPLOYEE SHALL WORK HARMONIOUSLY WITH ALL CITY EMPLOYEES.

ALL FULL-TIME EMPLOYEES ARE REQUIRED TO HAVE A VALID CONTACT NUMBER.
EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER
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