City of Phoenix
Economic Development Spec

Job Code: 08830 Job Function: Neighborhood Services
Salary Plan: 001 Grade: 059

FLSA: Exempt Labor Assign: ASPTEA

Benefit Cat: 007 EEO-4: Professionals

SOC: 19-3011.00 Last Revision: September 2025

This description shall not be held to exclude other duties not specifically mentioned that are of similar
kind or level of difficulty as the examples of typical functions of the classification. They are intended to
describe the general nature and level of work being performed by individuals assigned to positions in

this classification.

DEFINITION:

The fundamental reason this classification exists is to provide professional level assistance to
the Community and Economic Development Department or Aviation Department in the creation
of economic development marketing strategies and implementation of efforts to attract and
retain business and industry to the City of Phoenix and/or Phoenix's three airports. The
Economic Development Specialist identifies factors necessary to attract and retain new
economic development interests, and 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.

SUPERVISION RECEIVED/GIVEN:

Incumbents work with considerable independence and initiative under the general direction of a
department deputy director or administrator. Supervision may be exercised over clerical staff.
Work is evaluated through conferences and reports and on the basis of results achieved.

EXAMPLES OF TYPICAL JOB FUNCTIONS (lllustrative Only):

e Develops and implements strategic plans to attract business and industry to the City of
Phoenix and/or Phoenix's three airports

e Participates in the long-range planning, development of marketing strategies, and
recommendation of goals for business attraction, retention, and assistance efforts

¢ Represents the City administration to various private enterprise and public agencies

o Coordinates efforts and information with various City departments to identify, attract,
retain, and assist business and industry

e Evaluates programs which couple immediately available resources of the area with
potential business development

e Solicits development proposals from private development companies and businesses,
and analyzes the feasibility of these projects

e Coordinates with various businesses, agencies, community organizations, and City
departments to conduct presentations and site tours for the purpose of promoting
Phoenix airports

e Supervises clerical or administrative staff



@

City of Phoenix

Researches and compiles demographic and economic data in response to prospective
client inquiries

REQUIRED KNOWLEDGE AND ABILITIES:

Knowledge of:

Economic development principles, practices, and techniques
Laws, ordinances, regulations, and policies of various government agencies as they
affect the business community and economic development efforts

e Principles, techniques, and objectives of public relations and information
e Principles and techniques of marketing and promotion
e Current economic, development, and demographic trends in the Phoenix regional area
¢ Research methods and techniques
Ability to:

Serve in a liaison and expeditor role between various government agencies and private
business and development representatives

Coordinate and direct presentation efforts among a variety of sources

Work cooperatively with business, government executives, and representatives
Communicate and present ideas clearly and concisely, both orally and in writing in the
English language, with various sized groups, and individuals of differing ethnic and
socioeconomic backgrounds

Prepare clear, concise, complete, and accurate reports in the English language using
proper business grammar, punctuation, and sentence construction

Work safely without presenting a direct threat to self or other

Additional Requirements:

Some positions require the use of personal or City vehicles on City business. Individuals
must be physically capable of operating the vehicles safely, possess a valid driver's
license and have an acceptable driving record. Use of a personal vehicle for City
business will be prohibited if the employee is not authorized to drive a City vehicle or if
the employee does not have personal insurance coverage

Some positions will require the performance of other essential functions

ACCEPTABLE EXPERIENCE AND TRAINING:

Two years of professional level experience in commercial leasing, real estate contract
negotiation, or economic development, redevelopment, or business assistance, including
experience in program implementation, marketing, and public information efforts, and a
bachelor's degree in public or business administration, economic development, urban planning,
or a closely related field. Other combinations of experience and education that meet the
minimum requirements may be substituted.



