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Greater Yuma Economic Development Corporation

Job Description

Job Title: Business Development Coordinator
Reports To: Senior Project Manager
FLSA Status: Exempt

Prepared Date: 2/10/2015
Salary: $30,000 - $50,000
Summary The Business Development Coordinator is responsible for the application of knowledge, skills and abilities to assist with the project duties in order to meet project requirements.  The position requires the ability to identify factors necessary to boost visibility of the Greater Yuma EDC, coordinates promotional activities such as site tours, presentations for and meetings between local area business, government, real estate and development representatives and prospective client companies.  Employee will assist and work under the direction of the Senior Project Manager. 
Essential Duties and Responsibilities include the following. Other duties may be assigned.

Prepare research projects for staff members and/or client driven requests for information and proposals within specified time requirements; these include the Quarterly Statistical Report and the Monthly Newsletter.
Maintain and develop files of economic and demographic facts for ready access in responding to prospect inquiries and for other needs of the Economic Development Corporation. 

Conduct research on specific prospects and target employers using on-line and published sources. 

Maintain and update collateral materials, publications, directories, website and GIS Mapping program and other information to respond quickly to internal and external inquiries. 

Assists staff in preparing project specific proposals. 

Assist Senior Project Manager in day-to-day project management 

Develops key attraction strategies to generate additional leads for the region

Develops creative internal/external marketing strategies for efficient use of earned and social media.

Correspond with various businesses, agencies, community organizations to assist in the preparation for presentations, meetings and client tours.

Represents the organization to various private enterprise and public meetings.

Assists in the preparation of grant applications for potential funding sources for economic development projects.

May be required to travel for meetings and resources.  Travel could include international trips. The ability to obtain a passport is required.

Bi-Lingual (Spanish/English) preferred.

Competencies                   




To perform the job successfully, an individual should demonstrate the following competencies:
Analytical - Collects and researches data; Uses intuition and experience to complement data; Designs work flows and procedures.

Problem Solving - Identifies and resolves problems in a timely manner; Develops alternative solutions; Works well in group problem solving situations; Uses reason even when dealing with emotional topics.

Technical Skills - Assesses own strengths and weaknesses; Pursues training and development opportunities; Strives to continuously build knowledge and skills; Shares expertise with others.

Customer Service - Manages difficult or emotional client/Investor situations; Responds promptly to client/Investor needs; Solicits client/Investor feedback to improve service; Meets commitments.

Interpersonal Skills - Maintains confidentiality; Keeps emotions under control; Remains open to others' ideas and tries new things.

Oral Communication - Speaks clearly and persuasively in positive or negative situations; listens and gets clarification; Responds well to questions; Demonstrates group presentation skills; Participates in meetings.

Written Communication - Writes clearly and informatively; Edits work for spelling and grammar; Varies writing style to meet the uniqueness of the listeners; Presents numerical data effectively.

Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Puts success of team above own interests; Supports everyone's efforts to succeed.

Ethics - Treats people with respect; inspires the trust of others; Works with integrity and ethically; Upholds organizational values.

Organizational Support - Follows policies and procedures; Supports organization's goals and values; Benefits organization through outside activities.

Motivation - Sets and achieves challenging goals; Demonstrates persistence and overcomes obstacles; Measures self against standard of excellence; Takes calculated risks to accomplish goals.

Planning/Organizing - Uses time efficiently; sets goals and objectives; Develops realistic action plans.

Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Accepts responsibility for own actions.

Adaptability - Adapts to changes in the work environment; Manages competing demands; Able to deal with frequent change, delays, or unexpected events.

Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are covered when absent; Arrives at meetings and appointments on time.

Dependability - Takes responsibility for own actions; Commits to long hours of work when necessary to reach goals...
Initiative - Volunteers readily; Seeks increased responsibilities; Takes independent actions and calculated risks; Looks for and takes advantage of opportunities; Asks for and offers help when needed.

Qualifications 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.

Education and/or Experience                   




The incumbent must be in the process of obtaining a certification in Economic Development, CEcD and/or a college degree in a related field.  1-3 years of professional level experience in commercial/industrial real estate, economic development, research, marketing, government and/or business development.

Language Skills                   




Ability to read, analyzes, and interprets general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

Mathematical Skills                   




Ability to calculate figures and amounts such as proportions, percentages, area, circumference, and volume. 

Reasoning Ability                   




Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Computer Skills                   




To perform this job successfully, an individual should have knowledge of Contact Management systems; Database software; Internet software; Project Management software; Spreadsheet software and Word Processing software.

Physical Demands The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit and use hands to finger, handle, or feel. The employee is occasionally required to stand; walk; reach with hands and arms; stoop, kneel, crouch, or crawl and talk or hear. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception and ability to adjust focus.

Work Environment The work environment characteristics 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.  The noise level in the work environment is usually moderate.
