CITY OF PARK RIDGE

MEMORANDUM

DATE: March 4, 2014

TO: Mayor, Alderman, & City Clerk

FROM: Shawn Hamilton, City Manager

RE: FY15 Funding of Economic Development Coordinator Position

In the FY15 budget, | have included funding for the Economic Development Coordinator. This is the only
new position in the proposed FY15 Budget.

In this competitive business environment, this position is one that our City must reinvest in. The
marketing, public relations, and community relations work this individual will complete, to continue to
promote the “Business Friendly” atmosphere here in Park Ridge, will continue to grow our business tax
base, which should reduce the property tax dependency of our residents. As we have stated numerous
times in the past, the more sales tax revenue we can generate, the less of a property tax burden our
residents should have to realize.

One of the recommendations of the Economic Development Task Force Final Report was the filling of an
Economic Development position for the City. In the FY14 budget, there was $30,000 allocated for
Economic Development, until such a time that analysis could be completed by the CP&D Director and | to
determine the best course of action. At the time, | stated that the CP&D Director and | would research
how best to invest those funds to get the largest return for the City. It is our opinion, and the opinion of
many others, that hiring of this position by the City will have the largest return. None of the FY14 funds
have been spent at this time, and this budget line will be included in the carryover memo presented in a
future budget meeting.

| have spoken with various stakeholders about the advantage of the City having this type of position
return. Nearly all of them talk about the competitive advantage the City can realize with an individual who
can take the time marketing and promoting our City to the prospective business community. Members of
the business community, through the Chamber of Commerce, have pledged their support for the return of
the position in a letter they sent to me last week.

The CP&D Director and | are completing the development of the position’s job description. With consent
of Council, | will have the position posted and complete interviews by mid-April, with the hopes of a start
date of May 1, right before the spring and summer business season. This is a full time position budgeted
at $80,000 with benefits.

1 will continue to report on the progress in the Economic Development Report that | will be producing
every other month.

Our Mission: THE CITY OF PARK RIDGE IS COMMITTED TO PROVIDING EXCELLENGE IN CITY SERVICES IN ORDER TO UPHOLD A HIGH QUALITY OF LIFE,
SO OUR COMMUNITY REMAINS A WONDERFUL PLACE TO LIVE AND WORK.



PARK RIDGE, ILLINOIS CITY GOVERNMENT
CLASS SPECIFICATION

CLASS TITLE: ECONOMIC DEVELOPMENT COORDINATOR CLASS CODE:
DEPARTMENT: ADMINISTRATION FLSA STATUS: E
REPORTS TO: CITY MANAGER DATE: 03/14

Civil Service Test: NO

JOB SUMMARY:

Under the direction of the City Manager, administers and directs the activities of Economic Development including business
retention, business growth and expansion, community relations, and marketing.

ESSENTIAL JOB FUNCTIONS: (All responsibilities may not be performed by all incumbents.)

Facilitate the relationship between the existing business community and the City of Park Ridge; act as a conduit for existing
business and attract new businesses to the City of Park Ridge.

Monitor the business climate with regards to available space and economic development opportunities.

Determine the annual and future goals and objectives of the Economic Development program; formulate annual and muiti-
year budgets; monitor and approve expenses.

Develop and implement marketing strategies including, but not limited to, trade shows, press releases and the web site.
Manage the City’s public outreach and communications efforts, including social media activities.

Facilitate the completion, modification, and/or implementation of a long range comprehensive economic development
strategy.

Participate in matters relating to economic development incentives, TIF Districts, Redevelopment Agreements, PUDs, etc.
Serve as liaison to any and alt Advisory Committees in and around the state and region with the approval of the City Manager.
Represent the City as liaison with local human and social service organizations to promote City opportunities.

Assist in the negotiation of agreements with developers regarding economic development issues.

Maintains and upgrades professional knowledge, skills, and development by attending seminars and training programs and
reading trade and professional journals and publications.

Represents the organization at various functions such as making speeches at civic and business associations, meeting with
influential persons within the community, developers, officials, citizens, and representatives of the press, to establish goodwill
and resolve/respond to issues.

Serves as the City's liaison to the Chamber of Commerce

Complete periodic reports to the Council and City stakeholders on Economic initiatives.

Performs other related duties as assigned.

MATERIAL AND EQUIPMENT USED:

Computer General Office Equipment Smart Phone  Automobile



Director of Economic Development Class Specification
Class Code: 105
Page 2

MINIMUM QUALIFICATIONS REQUIRED:

Education and Experience:

Bachelor's degree from an accredited four-year college or university in business or a related field; and,
Six or more years of progressively responsible experience in a commercial or municipal setting; or,

Any combination of education, training and experience which provides the required knowledge, skills, and abilities to perform
the essential functions of the job.

LICENSES AND CERTIFICATIONS REQUIRED:

llinois Driver’s License

KNOWLEDGE, SKILLS, AND ABILITIES:

Knowiledge of:

Governmental policies, procedures, rules and regulations.

Experience with website content and development initiatives including use of social media.

Thorough knowledge of principles, practices, laws, ordinances and statutes of economic development.

Strong leadership skills to effectively and effectively organize, direct and coordinate the activites of the economic
development program.

Excellent written and verbal communication skills; must be effective in negotiating, public speaking, consulting, conflict
resolution, report writing, editing of written materials, interpretations, and analysis of technical and statistical information.

Ability to work with professional independence within the policies established by the City Manager and City Council.

Ability to establish and maintain an effective working relationship with elected officials, employees, agencies and other
governmental units, and the public using strong interpersonal communication skills.

MENTAL AND PHYSICAL ABILITIES:

Significant ability to concentrate and pay close attention to detail in reviewing, preparing and presenting budgets, reading and
writing reports, or representing City at in-house or outside public meetings.

Ability to speak effectively before groups of employees.

Ability to speak effectively before public groups and respond to questions.

Ability to define problems, collect data, establish facts and draw valid conclusions.

Ability to interpret a variety of technical instructions with abstract and/or concrete variables.

While performing the essential functions of this job the employee is frequently required to sit, use hands to finger, handle, or
feel, and speak and hear.

Prepared by Slavin Management Consultants, Inc. for Park Ridge, lllinois City Government, 1998, updaled 2014
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While performing the essential functions of this job the employee is occasionally required to lift and/or move up to 10 pounds.

WORKING CONDITIONS:

Work is performed in a normal office environment. Some exposure to the outdoor environment when inspecting sites and
locations related to the job functions.

The incumbent's working conditions are typically quiet.

Prepared by Slavin Management Consultants, Inc. for Park Ridge, lllinois City Government, 1998, updaled 2014
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