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Department:   Economic Development Pay Grade:   D62 

Reports To:  Director of Economic Development FLSA Status:  Exempt/Compensatory 

Last Revised: 03/2022 Last Reviewed: 03/2022 

Job Code: 1131 Position Code: 2301 

Telework 
Approved: 

Situational Approved   

 

GENERAL STATEMENT OF DUTIES 

Performs complex, technical and professional work requiring the planning, organizing, and 
directing of operations and major functional areas to support the Economic Development 
Department goals and objectives. Develops and provides innovative and technical program 
recommendations. Researches and prepares reports, presentations and comprehensive 
program recommendations.  The Assistant Director works directly with the Director to assist in 
the development, administration and implementation of the economic development strategic 
plan and oversees key elements of the plan.  Establishes and maintains contacts with local, 
regional, and state economic development offices, utility companies, railroads, commercial and 
industrial realtors, colleges, universities and private business firms. Performs other duties as 
required.  

 

ESSENTIAL JOB FUNCTIONS 

 

• Serves as an ombudsman between the development community and County 
departments, as well as an inter-departmental liaison on development related issues 

• Participates in preparation and management of the budget 
• Collaborates with Director in evaluating, planning, and providing recommendations on 

department goals and objectives 
• Represents the Department on regional committees and at special events  
• Initiates, develops and coordinates specialized marketing campaigns and programs 
• Prepares technical reports and delivers presentations to business prospects, the Board of 

Supervisors, Planning Commission, civic groups and the commercial real estate 
community among others 

• Develops, coordinates and implements programs to encourage and assist businesses to 
locate and expand in the County 

• Responds to prospect inquiries, visits and proposals, and facilitates real estate 
transactions with public and private property owners    

• Provides technical assistance to businesses to encourage growth and expansion 
• Participates in the development of feasibility studies, contracts, marketing and public 

information related to special projects 
• Researches, recommends and oversees economic development grant opportunities 
• Participates in the identification and maintenance of the County’s real estate inventory to 

determine public facility requirements, access and zoning; Recommend improvements 
which will enhance site marketability 

• Manages the Department’s Existing Business Program and conducts retention visits to 
existing businesses to identify and mitigate concerns and to facilitate expansions 
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• Researches and maintains an awareness of national and regional economic trends and 
innovative practices to help guide the economic development work program  

• Develops programs and partnerships to attract and retain talent 
• Develops programs and partnerships to attract and grow entrepreneurs 

POSITION REQUIREMENTS/PREFERENCES 

Education Required: Bachelor’s degree from an accredited college or university with 
major coursework in urban planning, management, economics, 
marketing, business administration, real estate or related field; or 
commensurate education and experience.   
Preferred: Completion of the Basic Economic Development course 
sponsored by the American Economic Development Council.   
 

Experience Required: Considerable experience in Economic Development, planning, 
real estate, business or public administration.    
Preferred: Business development experience providing technical 
assistance to growing companies.  Some supervisory experience.   
 

Certifications/ 
Licenses 
 

Required: Valid Virginia driver’s license with good driving record 

Knowledge, Skills 
and Abilities 
 

▪ Comprehensive knowledge and experience in economic development 
to include business attraction and retention, marketing, branding and 
incentives. 

▪ Understanding of economic development, state and regional 
programs and resources, real estate transaction elements and 
business development techniques. 

▪ Comprehensive understanding of Community Development practices 
including land use, zoning and planning. 

▪ Reasoning ability:  Ability to define problems, collect data, establish 
facts and draw valid conclusions.  Ability to solve problems, interpret 
an extensive variety of technical information and incorporate several 
abstract and concrete variables.  Ability to identify key stakeholders 
and create teams to solve complex issues.  Demonstrated ability to 
think strategically and leverage resources to produce outcomes. 

▪ Knowledge of County and State tax structures as they apply to 
commercial and industrial activity 

▪ General knowledge of the businesses and community resources 
available in Roanoke County, as well as those resources offered by 
State and Federal offices and regional development organizations 

▪ Knowledge of economic development techniques; state and regional 
programs; real estate transactions and marketing strategies. 

▪ Proficient in the use of computers including the Microsoft Office Suite 

▪ Knowledge and understanding of real estate principles and practices 
to include selecting, assembling and marketing property for 
commercial or industrial prospects  
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▪ General knowledge of how to match needs and specifications 
prescribed by businesses who are seeking to locate or expand in 
Roanoke County. 
 

Additional 
Requirements 

Subject to a complete criminal history background search with acceptable 

results.  May be subject to DMV driving record review as required by 

amount of work related driving, specified by support responsibilities. Must 

be able to perform the job as described in the Physical and 

Environmental Demands section of this job description. 

 
Supervisory  
Responsibilities 

Subordinate staff as assigned regularly or on a project basis 
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OVERALL PHYSICAL STRENGTH DEMAND  

SEDENTARY Lift and/or exert force up to 20 lbs. occasionally or insignificant weights 
frequently; sitting most of the time. 

PHYSICAL DEMANDS 
C = Continuously 
5.5 to 8+ hours daily 

F = Frequently 
2.5 to 5.5 hours daily 

O = Occasionally 
Up to 2.5 hours daily 

R = Rarely 
Less than 1 hour per 
week 

N = Never 
Never occurs 

Code Physical Demand Code Physical Demand 

O Standing F Sitting 

F Walking R Lifting 

R Carrying R Pushing/Pulling 

F Reaching F Handling 

C Fine Dexterity R Kneeling 

O Crouching N Crawling 

O Bending N Twisting 

R Climbing R Balancing 

C Vision (Correction Required: N/A) F Hearing 

F Talking R Foot Controls (driving, operation of equip, etc.) 

ENVIRONMENTAL FACTORS 
D = Daily W = Several Times Per 

Week 
M = Several Times Per 
Month 

S = Seasonally R - Rarely N = Never 

Code Health and Safety Code Environmental Factors 

N Mechanical Hazards R Dirt and Dust 

N Chemical Hazards N Extreme Temperatures 

N Electrical Hazards N Noise and Vibration 

N Fire Hazards N Fumes and Odors 

N Explosives N Wetness/Humidity 

N Communicable Diseases N Darkness or Poor Lighting 

N Physical Danger or Abuse  Other (specify)  

PRIMARY WORK LOCATION  

Office Environment 

MACHINES, TOOLS, EQUIPMENT, WORK AIDS 

Standard office equipment 

PROTECTIVE EQUIPMENT REQUIRED 

None 
 


