
Economic Development Executive Director 

 

Reports to: Tama Co. Economic Development Commission             Department: Economic  

                              Development  

FLSA Status: Part-Time/Non-Exempt    Date: 2/6/19 

______________________________________________________________________________ 

 

Position Summary 

The function of the Executive Director of the Tama County Economic Development 

Commission (TCEDC) is to encourage and promote the establishment, development, retention 

and expansion of agriculture, industry, manufacturing, commercial, housing, tourism, and retail 

interests in Tama County; to promote the county as a desirable place to live, learn, and conduct 

business; and to assist in diversifying the industrial base by creating and retaining jobs. 

 

Essential Functions 

Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

1. Coordinate a wide variety of new and existing economic development initiatives under 

the direction of the TCEDC Commissioners.  Help establish work groups and oversee 

economic development projects. 

2. Assist in the development, implementation, and continual review of a comprehensive 

economic development strategic plan for TCEDC. 

3. Develop relationships and document visits with local leaders (bankers, realtors, 

chambers, development groups, city councils, mayors, city clerks, county government, 

etc).   

4. Schedule, meet, and document site visits to existing business and industry.   

5. Handle in timely manner all inquiries and contacts of prospective new industry, service 

and retail businesses in cooperation with the contact team. 

6. Work with agricultural organizations/agencies to promote value-added agriculture 

projects in county. 

7. Assist cities with housing opportunities through new subdivisions, senior housing, low 

income housing, creating incentives, etc. 

8. Assist cities in development of new incentive programs for business, housing, or other 

infrastructure needs related to economic development.  

9. Provide technical assistance to city or organizational grant writers. 

10. Maintain constant and aggressive contact with known industries that have expressed an 

interest in the county. 

11. Assist Tama County Tourism and Tama County Historic Preservation with coordination 

of meetings, marketing efforts, administration, etc.  

12. Come up with new ideas and creative initiatives to promote and grow Tama County. 



13. Assist in development and administering the TCEDC budget. 

14. Raise funds from private sector for operating budget; write grants for projects that will 

benefit TCEDC.  

15. Supervise support staff.  

16. Maintain and regularly update the TCEDC website. 

17. Write press releases on TCEDC activities.  Conduct newspaper, radio, and tv interviews 

when requested. 

18. Attend professional conferences and seminars to gain additional education and expertise 

in the field of economic development and share that knowledge with staff and volunteers.  

19. Maintain log of activities in the form of an executive director’s report and supply to 

Commissioners on a monthly basis.  

20. Write an annual report outlining major achievements; disseminate to members. 
 

 

Knowledge, Skills and Abilities Required. 

The individual must possess the following knowledge, skills and abilities or, if special 

accommodations are being requested, be able to explain and demonstrate that the individual can 

safely perform the essential functions of the job, with reasonable accommodation, using some 

other combination of skill and abilities. 

1. Proven track record as a visionary with strong leadership skills.   

2. Demonstrated success in organizational development, business recruitment, business 

retention, and assisting with business expansion projects.   

3. Excellent written and verbal communication skills.   

4. Knowledge of computers and technology. 

5. Knowledge of local, state, and federal resources.   

6. Strong background in marketing, sales, and public relations.   

7. Professional integrity, be self-motivated, and work well with the public and private 

sector. 

8. Will work with sensitive information and must be able to work in confidential setting. 
 

 

Supervisory Responsibility 

This position manages all employees of the department and is responsible for the performance 

management and hiring of the employees within that department.  

 

Work Environment 

This job operates in a professional office environment. This role routinely uses standard office 

equipment.  

 



 

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. While performing the duties 

of this job, the employee is occasionally required to stand; walk; sit; use hands to finger, handle, 

or feel objects, tools or controls; reach with hands and arms; climb stairs; talk or hear. The 

employee must occasionally lift or move office products and supplies, up to 20 pounds.  

 

Position Type/Expected Hours of Work 

This is a part-time position.  This position regularly requires evening hours and weekend work. 

 

Travel 

Travel is primarily local during the business day, although some out-of-area and overnight travel 

may be expected.  

 

Required Education 

Bachelors Degree with five years experience in economic development or related field preferred; 

or equivalent years of experience in economic development or related field. 

 

Required licenses, registrations and certifications: 

  Valid Iowa Drivers License 

   Motor vehicle and the ability to daily travel. 

 

Residency requirement: 

  County residency preferred 

 

 

Marginal functions of the position that are incidental to the performance of essential job duties 

have been excluded from this job description. 



All requirements are subject to possible modification to reasonably accommodate qualified 

individuals/employee(s) with disabilities.  Prospective employee(s) and incumbents are 

encouraged to discuss possible accommodations with the county. 

Job descriptions in no way state or imply that the description includes every duty to be 

performed by the employee in the position.  Employees will be required to follow any other job-

related instructions and to perform any other job-related duties requested by the Tama County 

Economic Development Commission. 

The Tama County Economic Development Commission reserves the right to change or reassign 

job duties at anytime. 

 

EMPLOYEE POSITION ACCEPTANCE 

I have thoroughly discussed the education, work experience and special requirements related to 

this position with the Tama County Economic Development Commission and fully understand 

what is required in this position.  I hereby accept this position and agree to perform the tasks 

required. 

 

 

 

__________________________________________________   

Employee       

 

 

_________________________   

Date   
 


