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	Planning and Economic Development Director

Salary: $73,000 to $76,000 with excellent benefits.  

City of Norwalk, Iowa

The City of Norwalk, Iowa (population 8,945, located in the Des Moines metropolitan area) is taking résumés (including cover letters and request to supplemental question) for a Planning and Economic Development Director until 4:00 p.m. on December 5, 2014.  Electronic submissions (strongly preferred) can be sent to: moliver@norwalk.iowa.gov.)   

Under the direction of the City Manager, the Planning and Economic Development Director provides direction and oversees the operations of the City community and economic development efforts, oversees the Development Services Department including capital and program planning; develops and reviews budgets for those functions, makes recommendations to the City Manager regarding the infrastructure needs of the City; leads department staff in the preparation and implementation of the department’s formal economic development plan; develops and implements the City’s ongoing marketing and communication efforts; and oversees the City’s sustainability efforts. The Planning and Development Director works closely with all department heads, but particularly with the Public Works Director in reviewing development plans.
The full position description and organization chart is available at City Hall at 515/981-0228 or www.norwalk.iowa.gov.  Résumé and cover letter must be received not later than December 5th at 4:00 p.m. (cdt).  EEO employer.  

Minimum requirements include a Master’s Degree in business, urban planning, public administration or closely related field and eight (8) years of progressively responsible experience performing above or related duties, to include three (3) years in a supervisory capacity, or an equivalent combination of education and/or experience. Must also have the ability to acquire and maintain an Iowa Drivers license and a good driving record. The successful applicant must have the ability to be bonded and be available for off- hour work assignments, meetings and activities. Residency is preferred.
Submit application, cover letter, detailed resume including 5 work related references, and supplemental question response, by December 5th, 2014 at 4:00 p.m. to:

City of Norwalk

Attn: Marketa Oliver
705 North Avenue
Norwalk, IA 50211
(515) 981-0228 * FAX: (515) 981-0933
www.norwallk.iowa.gov
Electronic submittals are strongly preferred and may be sent to: moliver@norwalk.iowa.gov. 

Supplemental Question: What would you describe as a good relationship with the development community and how would you create and maintain that?  (Please limit responses to no more than one page.)
The City of Norwalk is an equal opportunity employer.  All qualified candidates are encouraged to apply, regardless of race, creed or gender.




Planning and Economic Development Director

	Adopted Date: 

FLSA Status: Exempt

Job Status: Full Time, FLSA Exempt

Residency: Preferred


	Department: Planning and Economic Development Director 

Reports to: City Manager

Pay Range: See Payroll Office for this information




Purpose of Position:

Under the direction of the City Manager, the Planning and Economic Development Director provides direction and oversees the operations of the City community and economic development efforts, oversees the Development Services Department including capital and program planning; develops and reviews budgets for those functions, makes recommendations to the City Manager regarding the infrastructure needs of the City; leads department staff in the preparation and implementation of the department’s formal economic development plan and development plan reviews; develops and implements the City’s ongoing marketing and communication efforts; and oversees the City’s sustainability efforts. The Planning and Development Director works closely with all department heads, but particularly with the Public Works Director in reviewing development plans.

Appointment, Term and Compensation:  The Planning and Economic Development Director shall be appointed by the City Manager for an indefinite term.  The Director is expected to observe the personnel policies as adopted by the Norwalk City Council.  Compensation information is adopted by the Norwalk City Council and available from the City Clerk.
Essential Job Functions: The following duties are normal for this position. They are not to be considered all inclusive or exclusive activities.  This position works closely with all department heads, but particularly the City Manager and the Planning and Building Director in carrying out these activities.

A. Supervises and oversees all functions of the Development Services Department, including personnel matters of the department and personnel on specific projects.

B. Serves as a central point of contact for businesses, developers, and contractors who use City economic development services including financial assistance, site selection assistance, urban renewal, and other municipal actions and services related to a specific project.

C. Assists the Norwalk Economic Development Council and consultants on issues involving economic and market feasibility, and project implementation.
D. Initiates and oversees the implementation of a comprehensive marketing campaign and communications plan for the promotion and image creation of Norwalk, including the use of social media.

E. Serves as a liaison with the Greater Des Moines Partnership, Warren County Economic Development Commission and the Norwalk Chamber of Commerce in an effort to coordinate development activities within Norwalk.
F. Utilizes and develops financing sources including tax increment funds, Federal Community Development Block Grant funds, State of Iowa funds, Small Business Administration, private sector contributions, and other economic development assistance.

G. Understands city finances and remains abreast of legislation affecting City economic and community development efforts.

H. Identifies, secures and oversees the use of grant funding for various city projects in a variety of departments (grant writing and administration).

I. Sometimes leads and often participates in meetings with developers, businesses, citizens, community leaders, and City personnel on economic development projects and programs.
J. Works with others to assemble cost estimates for various public actions such as land acquisition, relocation, demolition, and public improvements.
K. Analyzes financial and market feasibility data on projects under negotiation including project pro formas, sources and uses of funds, cash flow analysis, security provisions, business probability, underwriting, and related data.
L. Markets programs to bankers, real estate professionals, neighborhood groups, developers and others.
M. Works with all city departments to create, modify and implement the city’s sustainability goals.
N. Works with all city departments to develop and maintain the City’s capital improvement plan, which incorporates the city’s sustainability goals and includes land use and transportation needs, and seeks funding for the projects on the CIP.

O. Serves as a city representative on appropriate regional boards or commissions, such as the Metropolitan Planning Organization, and represents the City at various meetings and community functions as assigned.

P. Develops and maintains effective working relationships with developers to insure consistency with comprehensive and economic objectives and goals as determined by and supported by the City Council.
Q. Coordinates special projects.

R. Provides direction and makes recommendations regarding personnel policies, actions and staffing in accordance with applicable laws and regulations.
S. Drafts and prepares various reports and documents for presentation to the City Council, developers, property owners, businesses, citizens and other governmental organizations.
T. Develops, analyzes and administers the departmental budget, evaluates needs for and recommends staffing levels.

U. Performs other work projects as requested or directed.

Minimum Training & Experience Required to Perform Essential Job Functions:

A. Minimum requirements include a Bachelor's Degree in public administration, economic development, urban planning, or closely related field from an accredited college or university, and a minimum of five (5) years of progressively responsible experience in community or economic development. A related Master’s Degree and/or managerial experience are desirable. 
B. Must have the ability to acquire and maintain an Iowa Drivers license and a good driving record. The successful applicant must have the ability to be bonded. Must be available for off- hour work assignments, meetings and activities. 

C. Residency is preferred.

Physical Requirements: 

· Must be sighted

· Must be insurable.

· Must be able to hear normal conversation.

· Must be able to speak clearly at a normal rate of conversation.

Working Conditions:  

· Works in an office environment.

· Frequently expected to participate in off-hour meetings.

Minimum Physical and Mental Abilities Required to Perform Essential Job Functions:

Physical Requirements: Job requires the sufficient capacity and mobility to attend meetings, visit development and construction sites, and perfo1m related work in a variety of office and other settings. Activities can include lifting, up to 20-30 pounds within a 3-6 foot range, with occasional higher weights; sitting, feeling, communicating, performing repetitive motions, reaching, rasping, potential visual strain, sometimes unpleasant work conditions, occasional irregular working hours, and at times a stressful work pace. The likelihood of injury is generally considered to be very slight. Certain requirements of this job may be subject to modification to reasonably accommodate individuals who are otherwise qualified for the position.

Work Environment: Office setting, public forum, some outside activities, driving to and from meetings.

Knowledge, Skills, Abilities & Requirements for the Position:

Graduation from college with a Master’s Degree in business, urban planning, public administration or closely related field and eight (8) years of progressively responsible experience performing above or related duties, to include three (3) years in a supervisory capacity, or an equivalent combination of education and/or experience.
Additional skills and abilities required:
A. Must have understanding of economic development techniques and trends.
B. Must understand city finances and have a background in successful grant writing and administration.
C. Knowledge of the laws, ordinances, and codes relating to land use plans and development regulations specifically related to zoning, land division, and development of public projects.
D. Ability to communicate effectively, orally and in writing, and to prepare concise, accurate reports and written recommendations for changes, revisions, additions, deletions, or amendments to codes, ordinances, plans, and policy development.
E. Ability to establish and maintain effective working relationships with officials, members of the development community; other departments, public agencies, the general public, and others associated with economic development.
F. Ability to effectively report and communicate ideas related to the field of community/ economic development and the impact of the City.
G. Extensive knowledge associated with grants writing, funding opportunities, and solicitation of those sources and grant administration experience.
H. Skill in the use of basic office equipment, personal computers in a network based system.
I. Ability to be adaptable to events and surrounds, flexible in assignments, work as part of a team and solve problems related to City activities.
J. Ability to develop effective working relationships with all participants in economic development including developers, businesses, citizens, community leaders, City staff personnel, State and Federal government officials, lenders, brokers, architects, utility companies, contractors, and others.
K. Ability to successfully negotiate financial and other public actions with developers businesses, and their representatives.
L. Ability to conduct thorough and reliable due diligence analysis for economic development projects.
M. Ability to aggressively and creatively pursue challenging economic development objectives to successful conclusion.
N. Must understand city finances and have a background in successful grant writing and administration.

O. Ability to manage and coordinate public actions necessary for complex local economic development projects.

P. Must have the ability to work independently and make decisions in accordance with policies and procedures.

Q. Knowledge of research methods, ability to find information, analyzes and evaluates numerical and technical data.
The Planning and Economic Development Director must also have the ability to acquire and maintain an Iowa Drivers’ license and a good driving record. The successful applicant must have the ability to be bonded and be available for off- hour work assignments, meetings and activities. Residency is preferred.
The City of Norwalk is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act the City will provide reasonable accommodations to qualified individuals and encourages prospective employees and incumbents to discuss potential accommodations with the employer

Note:  This job description includes the primary job duties and requirements for this job.  However, this job description is not intended to provide an exact description of all job duties and requirements.

The City of Norwalk reserves the right to change this job description at any time.
