G49440 – Economic Development Commission Administrator (Cont’d)

STATE OF NEBRASKA




CLASS CODE:       G49440
CLASS SPECIFICATION




SALARY GRADE:
     16
EST: 08/05   REV:  00/00




OVERTIME STATUS:     E
ECONOMIC DEVELOPMENT COMMISSION ADMINISTRATOR
DESCRIPTION   Works under general direction of both a commission, established by state statute, and the director of Economic Development (although a staff member of and paid by Department of Economic Development).  The statute creating the commission and this position refers to this position as an executive director.  Plans, organizes and administers the work of the commission as well as any work assigned by the director of the Department of Economic Development.  Supervises administrative support staff of the commission. Performs related work as required. 
EXAMPLES OF WORK (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Plans, coordinates, conducts and follows up on Commission meetings, actions and directives.
Develops strategic plans and policies as directed by the members of the Commission and/or the Director of Economic Development.

Develops, implements and directs programs, processes and directives established by the Commission, including work plans for carrying out the Commission’s mission.

Develops, implements and directs programs, processes and directives established by the Director of Economic Development.

Supervises administrative staff of the Commission.

Contacts and advises organizations and other interested parties about formulating economic development programs and projects.

Provides assistance to local governmental entities to develop programs and strategies to encourage economic development.

Evaluates and reports on proposed, new or revised legislation (federal and state) to assess the impact of same on community economic development.

Apply for, and manage, if successfully obtained, federal grants available to the Commission.

Initiating and answering Commission correspondence, including public information dissemination.

Administer grant or loan programs for which the Commission may be responsible.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES REQUIRED (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of Commission’s:  history, mission, objectives, organizational structure, policies, programs, procedures and communication channels.

Knowledge of Department of Economic Development’s:  history, mission, objectives, organizational structure, policies, procedures, programs, communication channels and federal and state laws and regulations.

Ability to:  develop and apply policies, procedures and programs; coordinate and synthesize the various interests and points of view represented by Commission members; coordinate with community economic development leaders; develop strategic plans and work plans; interact with and gain cooperation of Commission members and Department staff; be an advocate for the mission and programs of the Commission and Department; coordinate and form effective public partnerships to facilitate economic development.
ENTRY KNOWLEDGE,  SKILLS AND ABILITIES REQUIRED (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of: the principles and practices of governmental entity administration, including planning, organizing, staffing, budgeting, personnel management, and public planning/administration;  statistical analysis; grants administration;  all with a decided and strong orientation to the area of economic development.
Ability to:  coordinate and direct others; understand and support Commission and Department goals; analyze organizational and operational problems and develop sufficient solutions; represent the Commission and the Department to gain consensus and public support; develop effective relationships with stakeholders; coordinate administrative/program operations and activities; develop and implement program objectives and performance goals; communicate effectively, both orally and in writing, with a variety of constituents, partners and audiences.
JOB PREPARATION GUIDELINES  (Entry knowledge, skills and abilities may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)
A general qualification guideline is a Bachelor’s degree in urban or regional planning, public administration, political science or government management, plus five years experience in community economic development.  Master’s degree preferred.
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