Personnel Committee 4. 6.
Meeting Date:  01/22/2013
By: Colleen Lasher, Administrative Services

Title:
Consider a Resolution to Recruit for an Economic Development Manager

Background:

The City’s Economic Development & Marketing Manager resigned in March, 2012 and the Assistant City
Administrator/Community Development Director resigned in April, 2012. Both positions were significantly
mvolved in Economic Development. Since then, with the City Administrator’s general oversight and support, the
Management Analyst has been covering many of the City’s economic development duties; the Finance Director
has been covering the Tax Increment Financing district responsibilities; and the EDA consultant Mike Mulroney
has assisted with various economic development projects, as needed.

A needs analysis (see attached) has been conducted for this position. Based on results of that analysis, staff is
recommending that a full-time Economic Development Manager be hired to perform the City’s economic
development function. This position would be responsible for the development and implementation of economic
development, programs, and services for both commercial and industrial businesses.

Staff is proposing a slight restructure of this position from Economic Development & Marketing Manager to
Economic Development Manager to allow this position to focus specifically on economic development. The
restructure would place more emphasis on real estate and development transactions such as negotiating and
securing property purchases for the purposes of development and redevelopment; as well as transferring much of
the marketing and communications component (via electronic and printed media) to the Management Analyst.

Additionally, staff proposes continuing that the Management Analyst” would continue to assist in some economic
development duties to ensure continuity with internal and external customers, and to provide a proactive back-up
staffing for this important fuction.

The importance of filling the economic development position City’s investment of time and resources in retaining
and expanding existing businesses and attracting new businesses. Without this position it will be very difficult to
attain many of the City Council’s strategic goals; many of which focus on economic development. This was a key
position included in the 2013 budget.

The needs analysis for the Economic Development Manager position is attached for your review and consideration.
In addition, staff has included minutes from the most recent EDA meeting which indicate EDA support for hiring a
full-time Economic Development Manager.

Notification:

Observations/Alternatives:
There are no viable options that will properly address the City's Economic Development needs.

Recommendation:
To authorize staff to begin the recruitment process for an Economic Development Manager.

Funding Source:



The annual funding required for this position approximately $87,210 (TIF @ 20%, EDA 20%, HRA 60%).
Funding for this position is included in the 2013 budget.

Council Action:

Motion to recommend City Council adopt a resolution to approve staff to begin a recruitment process for an
Economic Development Manager.

Attachments
Draft EDA Minutes from Jan. '13

Needs Analysis
Current ED duties by MA

Job Description

Form Review

Inbox Reviewed By Date
Kurt Ulrich Kurt Ulrich 01/17/2013 04:54 PM
Form Started By: Colleen Lasher Started On: 01/14/2013 07:48 AM

Final Approval Date: 01/17/2013



ECONOMIC DEVELOPMENT AUTHORITY
CITY OF RAMSEY
ANOKA COUNTY
STATE OF MINNESOTA

The City of Ramsey Economic Development Authority (EDA) conducted a regular meeting on
Thursday, January 10, 2013, at the Ramsey Municipal Center, 7550 Sunwood Drive NW,
Ramsey, Minnesota.
Members Present: ~ Chairperson Chris Riley

Member John LeTourneau

Member Wayne Skaff

Member Jim Steffen (arrived at 7:35 a.m.) — Elected Chair 1/10/13

Member Kristine Williams
Members Absent: None
Also Present: Patrick Brama, Management Analyst

Kurt Ulrich, City Administrator

Colleen Lasher, Human Resources Manager
1. CALL TO ORDER
Chairperson Riley called the Economic Development Authority meeting to order at 7:32 a.m.
2. APPROVE AGENDA
Chairperson Riley noted the addition of agenda item 4.07 — EDA staff position discussion.
Motion by Member Skaff, seconded by Member Williams, to approve the agenda as amended.

Motion carried. Voting Yes: Chairperson Riley, Members Skaff, Williams, and LeTourneau.
Voting No: None. Absent: Member Steffen.

3, APPROVE MINUTES
3.01: Approve Meeting Minutes Dated December 13, 2012

Motion by Member LeTourneau, seconded by Member Skaff, to approve the minutes dated
December 13, 2012.

Motion carried. Voting Yes: Chairperson Riley, Members LeTourneau, Skaff, and Williams.
Voting No: None. Absent: Member Steffen.

4. EDA BUSINESS

4.01: Election of Officers
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Management Analyst Brama stated the EDA is comprised of five at-large members and two
members appointed by the City Council and the City Council recently appointed
Councilmembers LeTourneau and Riley to the EDA, resulting in two at-large vacancies on the
EDA which will be filled in April by City Council appointment.

Motion by Member Skaff, seconded by Member LeTourneau, to elect Jim Steffen as Chairperson
of the EDA.

Motion carried. Voting Yes: Chairperson Riley, Members Skaff, LeTourneau, Steffen, and
Williams. Voting No: None. Absent: None.

Motion by Member Williams, seconded by Member LeTourneau, to re-clect Wayne Skaff as
Vice Chair/Treasurer of the EDA.

Motion carried. Voting Yes: Chairperson Riley, Members Williams, LeTourneau, Skaff, and
Steffen. Voting No: None. Absent: None.

Chairperson Steffen then presided over the remainder of the meeting.

4.02: Discuss Future Land Use Options for the General Business District Node at 167™
Avenue and Trunk Highway (TH) 47

Management Analyst Brama stated this property has struggled to remain economically viable
and the City has conducted a number of studies in the past including a TIF study. He indicated
the City has been contacted regarding the property at 6001 167" Avenue and one user has
expressed interest in establishing a gun range/archery range on the site; staff will be meeting
with this user on January 11™. He stated the other user has expressed interest in establishing a
metal and/or clothing recycling facility on this site. He noted the City also received an inquiry
from the property owner regarding a possible rezoning which, by law, would require the
neighboring properties to be rezoned. He advised the gun range/archery range and recycling
facility would require a zoning amendment and these uses cannot be conditional uses. He stated
the City was also approached about the property at 5909 167" Avenue for a possible day care
center and this use is allowed under existing City Code. He stated the Planning Commission and
City Council will be reviewing this property from a zoning perspective to determine whether to
rezone this node and the surrounding properties or whether to permit an overlay district. He
requested input regarding the EDA’s role in this matter as outlined in the staff report.

Member LeTourneau stated he was pleased to see this item on the agenda and encouraged the
EDA to carefully review the issue and resist doing something that is reactionary versus
visionary. He indicated he would like to see further efforts on the master planning aspect of this
rather than introduce uses to the site that would require zoning changes.

Chairperson Steffen requested further information regarding staff’s recommendation.

Management Analyst Brama explained that any master planning effort would be coordinated by
the Planning Division and reviewed by the Planning Commission/City Council and the EDA
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would remain in a supportive role. He added that because users have come forward expressing
an interest in the property, it is the responsibility of the Planning Division to make a
recommendation regarding the potential uses.

City Administrator Ulrich stated the Planning Commission and City Council would review any
rezoning request and the EDA would not be involved in the rezoning request. He noted the EDA
can recommend that the current zoning not be changed until a Comprehensive Plan is completed.

Member Riley stated his agreement with staff’s recommendation and felt the proposed uses
would help make the site economically viable.

Member Williams agreed with the recommendation to play a supportive role but expressed
concern about the proposed uses adding that the proposed recycling center is not consistent with
the vision previously discussed for this node and is not consistent with the retail uses located
across the street. She was concerned about the Planning Commission making a decision on this
node without the EDA weighing in on the matter or at least providing input as to why the EDA
does not feel the uses are consistent with the vision for this site.

Discussion ensued regarding the proposed uses and the EDA’s continuing role in the
development of this node.

Chairperson Steffen expressed concern regarding a day care center next to a gun range.

Member Riley stated the City should make this property a priority to make it economically
viable and stressed the importance of maintaining flexibility and not rezoning the property to
anything that would limit the City in the future.

Member Williams stated the City should remain cognizant of the significant investment by the
property owner across the street and felt the EDA should support the current zoning and any
retail uses that comply with current zoning. She also felt the EDA should state it does not
support light industrial on the site. She added the market has not supported redevelopment on
this site until recently and suggested the EDA focus on comprehensive planning efforts in 2013.

Management Analyst Brama advised that staff will prepare a summary of the EDA’s comments
and concerns for presentation to the Planning Commission and City Council which indicates that
the EDA is interested in the long term viability of this commercial node and is interested in what
happens with the existing users as well as the overall use of the site but is concerned about the
proposed uses and proposed rezoning request.

4.03: 2013 Annual EDA Business Expo and Consideration of Annual Outdoor
Expo/Event (RV)

Management Analyst Brama explained that planning is underway for the Annual Business Expo
scheduled for May 4, 2013, at the Fountains of Ramsey. He stated that staff contacted the local
RV dealerships about joining this expo and all of the RV dealerships indicated they were
interested; since that time, the RV dealerships have proposed a separate event that would allow
the dealerships to remain at their locations and presented a draft of a proposed “Great Outdoors
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Sale Extravaganza of Ramsey.” He reviewed costs and staffing resources needed for an
additional event and requested input from the EDA regarding adding another event as requested
by the RV dealerships.

Member Skaff noted it was the EDA’s intention to invite the RV dealerships to the annual
business expo to provide the RV dealerships with exposure to their businesses. He stated he
would be okay with the RV dealerships bringing in a couple of their units to the business expo
and the City could offer a map of the RV dealership locations to people attending the expo.

Chairperson Steffen agreed and stated he would prefer that the City move forward with the
business expo and invite the RV dealerships to participate.

Member Riley agreed and stated he would encourage the RV dealerships to hold their own
outdoor sale event. He suggested that the City continue to work with the RV dealerships on
promoting their dealerships at the business expo.

It was the consensus of the EDA to direct staff to move forward with the traditional business
expo.

4.04: Business Retention Program Update
Management Analyst Brama advised that 17 business visits have been completed and three
business visits are scheduled for today, including Life Fitness, Lakes Region RV, and Arrow

Components Corp. He indicated that a summary of the meetings will be contained in the
February EDA agenda.

4.05: Updates: Old City Hall Development (data center), Nordvick Property Demolition,
Kuro Fitness RLF, 6701 Highway 10, Windsorwood Sale, 8019 146™ Ave.

Management Analyst Brama advised that a change order request will be submitted for the
Nordvick property demolition for removal of an oil separation tank. He stated that further details
regarding the change order will be provided at a later date. He advised that the shovel ready
application for the old City Hall site will be submitted next week. He added that the cost-benefit
analysis for this site will be presented in February.

4.06: Prospect Update

This item was noted but not discussed.

4.07: EDA Staff Position Discussion

Human Resources Manager Lasher presented the draft job description for the EDA staff position.

City Administrator Ulrich stated one of the primary changes to the job description from the
former position includes the requirement for real estate expertise.

Member Riley indicated he had some suggested revisions and would provide them to staff.
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Human Resources Manager Lasher stated that staff hopes to post the position by February 4™
with an early May hire date. She indicated that City policy allows the City Administrator to
make the decision whether to post the position internally prior to posting the position externally
and it is recommended that the City use one recruitment period and invite internal applicants to
apply if interested. She stated that she would be conducting interviews along with City
Administrator Ulrich and Development Services Manager Gladhill. She added that second round
interviews may include City Councilmembers if desired by the City Council.

Chairperson Steffen stated he would prefer to have Councilmembers included in the interviews.

Human Resources Manager Lasher invited the EDA members to forward any comments or
questions regarding the job description and stated the City will advertise through the EDA
Association, City website, League of Minnesota Cities, cable TV, and City email notifications.

3 Member/Staff Input

City Administrator Ulrich stated that the City Council approved the hiring of an organizational
assessment consultant and the EDA members will be contacted to obtain input on the survey. He
advised that the City will hold a joint City Council meeting with the City of Anoka on March
11™ to discuss Highway 10 and other mutual issues. He also advised that the Wiser Choice
property was on the HRA agenda this week and was continued to the January 22" meeting after
further follow-up by staff. He stated that Riverdale Drive is moving forward and a feasibility
study was presented to the City Council.

Chairperson Steffen stated he visited Kuro Fitness on Saturday and they were getting ready to
open on Monday.

6. Adjournment
Motion by Member Skaff, seconded by Member LeTourneau, to adjourn the meeting.

Motion carried. Voting Yes: Chairperson Steffen, Members Skaff, LeTourneau, Riley, and
Williams. Voting No: None. Absent: None.

The regular meeting of the Economic Development Authority adjourned at 8:59 a.m.

Respectfully submitted,

Kurtis G. Ulrich, City Administrator

ATTEST:

Patrick Brama, Management Analyst

Draft by Barbara Hughes (7imeSaver Off Site Secretarial, Inc.)
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Needs Analysis for Vacant and New Positions
Position: Economic Development Manager

1. Is the position essential?

Essential positions are those that provide core public health and safety services; emergency and disaster
assistance; and preservation of the essential elements of the City’s financial activities.

The Economic Development Manager position plays a key role in preserving and ensuring the growth of
the City’s tax base in its industrial and commercial sectors. This tax base and job creation has a direct
relationship to the financial health of the City and our opportunities for continued growth into the future.
At no time greater than the present have our efforts in retaining and attracting businesses to the
community been more important. Our local businesses require our support and advocacy in ensuring
that they survive this downturn in the economy. The following is a summary of key responsibilities of
the Economic Development Coordinator:

Staff Liaison to EDA:

o Provide staff support to Economic Development Authority, prepare agendas, cases for
consideration, follow-up on direction, manage projects, develop annual work plan and goals, act on
initiatives established.

TIF and Job Creation Reporting/Tracking:
e  MBAF reporting for job creation. due annually April 1 — Reporting on job creation from subsidies
awarded.

e  TIF reporting due annually August 1- Report summary of expenditures for year prior.
e  Manage escrow accounts — Manage escrow accounts for past industrial projects.
e  TIF Analysis, projections and runs

Economic Development and Marketing Events:
o Business Expo

e  Business Appreciation Day
o Business Network Meeting and Small Business Seminar

Business Retention and Relationship Management:
o Business Retention — Coordinate appointments to meet and greet businesses on a regular basis.

This is important during these tough economic times to meet with businesses and ask if there is
anything the city can do to help. It is critical to stay in touch with our local businesses during this
time to identify assistance that can keep them in business, identify opportunities to partner or
collaborate, provide good analysis for business expansion.

Property Management:
J Property management (including RALF properties):

o Develop property profiles, conduct property analysis, market, manage records
o Negotiate leases, sales, acquisitions and assist formation of agreements
o Coordinate maintenance



Communications and General Information

Provide expertise, guidance and information on economic development tools, programs and
incentives.

Bank Network Group — Participate and provide an update to the group regarding economic
development activity in the City.

EDA Website — Work with the Management Analyst to update listings as brokers provide new
information

Update MNPRO site and listing information. This is done at a minimum twice a year and when
the most current tax info is available.

Current Business List — Work with Chandra Kreyer, PD to keep list current. Try to get out and
verify vacancies and be sure to coordinate when a new business moves in.

Develop and Maintain EDA Map — map of properties that should be looked at for purchase,
redevelopment, clean up, etc.

There are numerous key projects that the Management Analyst is in the midst of shepherding,
including new development, expansion and retention. The following is a summary of the projects
that will need to see that continued effort on behalf of the City’s economic development to come to
fruition:

Currently, the City’s Management Analyst is shepherding a number of projects, programs and Economic
Development functions for the City. Upon hiring an Economic Development Manager, a number of
projects will transition from the Management Analyst to the new position. Projects include:

2.

Demolition/Redevelopment of EDA owned property, 8020 147" Ave NW
Demolition/Redevelopment of City owned property, 15153 Nowthen Boulevard NW
Negotiate Sale of City Owned Property, 14280 Azurite
167"™ Ave and Highway 47 Commercial Node, consider City/EDA involvement
Follow up with a number of prospects:
o Anderson Dahlen
Minnesota Tool & Die
B&F Fastener
Diamond Graphics
MMI EDA Martin
Vision Ease Lens
o NAU Country
Projects outlined in EDA workplan

O O O O O

Is the position critical?

Critical positions are positions that are, for example, one-position job classes or positions with duties
that cannot be modified, reassigned or eliminated. Detailed responses to the following questions will be
required in determining whether or not a position is “critical” to providing high-quality services to
residents, business owners and/or employees:



a. Explain how this position is key to achieving the strategic goals identified by the City Council.

Strategic Goals — 2012

e Review strategy for the sale of land in The COR

e Pursue change to Met Council policy regarding RALF lease revenue—that it be shared with the City or
the City gets to keep it if there is no plan to improve US10 or figure out a plan to convert those dollars to
support funding Armstrong Interchange

e Review Economic Development effort for business recruitment, expansion, retention-assess value of
efforts (evaluate smoke stack chasing and grow your own)

e Review City facilitation efforts to help businesses grown—assistance with identifying lending, funding,
help through the process of expanding or developing a new business

e Facilitate review of costs of operating a business: example provide information about how to reduce
assessed value of a property, other operational expenses of businesses

e Consider additional commercial nodes (167/47 and Armstrong/181)

b. Can the duties be re-engineered or automated? Please explain.

While there are technical skills necessary for the economic development function of the city, the art of
establishing and building relationships with the business community is the most important component of
economic development for the city. This position is a resource for the business community for retention,
expansion and bringing new businesses to the city.

c. Can the duties be reassigned temporarily or permanently? Please explain.

No

d. Can the position remain unfilled temporarily or permanently? Please explain.
No

e. Can the position be filled internally
Staff would recommend conducting a broad, external recruitment process to capture the public and
private sector development experience the focus of this position as redefined.

f. What is the impact (i.e., to residents, business owners, employees, and/or operations) if the position
is not filled?

The impact of not filing this position is significant to the economic vitality of the City of Ramsey. It is imperative

that the City continue to support the work of the EDA to grow our industrial sector, expand our commercial

offerings and attract office users. This has a direct relationship to our tax base and the ability to grow our future

tax base which supports the general fund budget operations.

g. Can the service provided be reduced, eliminated, or contracted out?

Since the departure of the Economic Development & Marketing Manager left, existing staff has
absorbed much of the work load as well as utilizing consultant Mike Mulroney for assistance with
various EDA projects. It is staff’s opinion that this is a key role for the City that has a direct relationship
to the economic vitality of the City and our ability to grow tax base. While consultants help to meet the

needs for project specific work, having a full-time Economic Development staff member in house is a
3



much more efficient and cost effective way to ensure that the needs of the business community are being
addressed and relationships are being maintained. See Attachment for a summary list of current duties.

h. What is the budgetary impact if the position is not filled (e.g., additional
overtime/compensatory time off costs)

The budgetary impact of not replacing this position is the potential loss of tax base or the inability to
increase tax base due to lack of position to shepherd and encourage expansion and retention and new
businesses in the community. In addition, it is staff’s opinion that there is a high risk of burn out of
existing staff due to the work load being spread too thin to be effective.

i What are the circumstances that warrant the creation of this new position?
This is not a new position.

3. What is the total annual cost of the position (e.g., salary, taxes, benefits, equipment, etc.)?

If the (salary & benefits) starting salary for this position is $87,210 (TIF @ 20%, EDA 20%, HRA
60%).



Current Duties Covered by Management Analyst

Responding to prospect businesses/leads (interested in relocating to Ramsey)
Administration of three annual EDA events:
0 Business Expo
o Golf Tournament
o Fall Networking Event
Maintaining EDA Webpage
Administer and Facilitate EDA Meetings (liaison)
Property Management, Various Properties (RALF Program)
o Developing property profiles, rent analysis
o Negotiating leases, showing properties
o Coordinating property maintenance
Business Retention and Expansion Program (BR&E) Administration
o Annual report
o Conducting visits, responding to inquiries, following up with leads
Represent City at Local/Regional Economic Development Meetings
Develop and Maintain an Inventory of Land/Leasable Space
Project Management, Various
o 15153 Nowthen Blvd (Data Center Development)
0 8020 147™ Ave (Demolition)
o 14280 Azurite (Sale)
Administer EDA Workplan
Providing guidance, assistance and information on a number of EDA programs
o Revolving Loan Fund (RLF)
o EDA Fund
o Tax Increment Financing (TIF) and Tax Abatement
Reporting, Business Subsidy Agreements
Administer Business Spotlight Article in Ramsey Resident
Other Duties as Assigned



CITY OF RAMSEY POSITION ANALYSIS

POSITION TITLE: Economic Development Manager
DEPARTMENT: Administrative Services
POSITION TITLE OF City Administrator

IMMEDIATE SUPERVISOR:

FLSA STATUS: Exempt

PRIMARY OBJECTIVE OF POSITION: This position works under the general direction of
the City Administrator while collaborating with other City staff, including but not limited to staff
responsible for supporting the role of economic development and its strategic initiatives.

This position manages all aspects of the City’s economic development and redevelopment
activities by designing and implementing economic development plans, programs, and services
for both commercial and industrial businesses via a variety of complex and routine professional,
technical and administrative functions.

RESPONSIBILITIES:

A) Economic Development Authority (EDA) Manager

B) Economic Development Events

C) Business Retention and Relationship Management

D) Real Estate and Development Transactions

E) TIF and Job Creation Reporting/Tracking

F) Right of Way Acquisition Program Management (Met Council RALF Program)

G) Communications and General Information

H) Perform a wide range of other tasks (within the ability and resources of the Economic
Development Manager) at the verbal or written direction of the City Administrator/

TASKS RELATED TO RESPONSIBILITIES:

A) Economic Development Authority (EDA) Manager
o Provide professional and technical advice and support the work of the EDA
e  Prepare monthly EDA agendas & cases, and follow-up on direction given
s Oversee administration of the EDA Website
e  Update listings as brokers provide new information, verify listings periodically,
update MNPRO site and listing information as needed
Develop annual work plan and goals
e  Perform cash flow analysis for prospective businesses locating in the City
e  Work with Economic Development Consultant on business contracts and prepare
business relocation proposals for businesses including use of financial assistance
and other incentives

o Plan and coordinate various annual community EDA events and act on initiatives
established



Review of blighted properties for possible purchase from willing sellers for
redevelopment

Develop strategies for working with other appropriate commissions and task
forces

B) Economic Development Events

Coordinate ongoing COR (downtown development) meetings with potential
developers, retailers, and office users for sites in the COR as a part of the
Development Management Team

Coordinate economic development and promotional activities aimed at attracting
new development and investments

Prepare business update article for the Chamber (twice annually)

Write Business Spotlight articles by selecting a business, interviewing the
business owners and promoting the business in the Ramsey Resident newsletter.
Coordinate Business Spotlight for QCTV airing with video visits to a selected
Ramsey business

(moved to D)Develop short and long range economic development and

redevelopment plans

Coordinate Business Expo (Annually in the Spring)

Coordinate Business Appreciation Day (Annually the third Tuesday in August)
Coordinate Business Networking Meeting (Annually in the Fall)

Coordinate activities with other City staff , agencies, local groups and others as
needed

(8)) Business Retention and Relationship Management

Develop and maintain Business Expansion and Retention Program via regular
contact with business owners while possessing the background knowledge and
understanding of each business in order to demonstrate a sincere appreciation for
the business

Develop and/or revise and manage economic development incentive programs
for recruitment, expansion, and retention of industry and commerce projects
Manage established and emerging projects

Coordinate infrastructure needs for economic development projects and manage
financing of improvement phase of project

Indentify methods to assistance local businesses remain solvent, identify
opportunities to partner or collaborate and provide analysis for business
expansion

Develop retention tools, programs, strategies, and financing to retain and expand
current businesses and develop, grow, and attract new businesses to the City
Attend local business networking meetings to provide updates on development
and opportunities in the city

Negotiate and implement development agreements for new and redevelopment
projects including coordination of business subsidy requirements, property
acquisition, relocation efforts, site preparation, and related actions.



D) Real Estate and Development Transactions

Negotiate and secure property purchases for the purposes of economic
development and redevelopment, including coordinating and representing the
City at real estate closings

Provide business knowledge of available public and private business financing
resources including local bank financing, small business administration loan
programs, state assistance, and other funding sources

Understand key real estate terms to to foster communications with developers
and retailers

Recognize the roles and responsibilities of others in the development process

E) TIF and Job Creation Reporting/Tracking

Coordinate and complete annual business subsidy reports to the State of
Minnesota

Maintain COR TIF District and manage resources for districts set to decertify in
next five years

Manage escrow accounts for past industrial projects

Prepare MBAF reporting (due annually April 1) on job creation from subsidies
awarded

F) Right of Way Acquisition Program Management (Met Council RALF Program

Coordinate appraisal process on RALF projects

Oversee Property Management of RALF properties

Manage lease agreements activities, as well as maintain property files

Develop and maintain a comprehensive inventory database of available
buildings, land, and sites in the community for economic development purposes

G) Communications and General Information

Collaborate with City communications staff to maximize economic development
communications and marketing efforts

Respond to requests for information for economic development or
redevelopment purposes by preparing data sheets, coordinates site plans, GIS
maps

Respond to citizen inquiries about local economic development activities and
opportunities

Respond to general inquiries such as answering property tax related questions
and running tax and TIF estimates for industrial projects

Prepare and maintain information on utilities, taxes, zoning, transportation,
community services, financing tools, etc.

Monitor local, state and federal legislation and regulations relating to economic
development

Utilize Starlite System though Anoka County to obtain property information
Update and verify Current Business List to serve as a contact list for the Business
Expo and the Business Appreciation day event

Develop and research economic development trends and present
recommendations to the City Administrator , EDA, and the City Council
Prepare and present cases for projects to City Council as needed



o Gather, interpret, and prepare data for studies, reports and recommendations
e  Assist in the application and submission of grants and other outside funding
opportunities to further the economic development goals of the City

Perform a wide range of other tasks (within the ability and resources of the
Economic Development Manager) at the verbal or written direction of the City
Administrator.

KNOWLEDGE, SKILLS AND ABILITIES

(A)
(B)

©
(D)

(E)
(F)

(G
(H)
@
)

()
(L)

M)
N)

Knowledge of business retention programs and economic development and
redevelopment principles

Knowledge of municipal zoning and infrastructure and planning programs and
processes

Knowledge of public relations programs/initiatives related to economic development
Considerable knowledge of tax increment financing law and TIF district
administration and the Minnesota property tax system

Knowledge of real estate and development transactions

Ability to communicate effectively orally and in writing with architects, contractors,
developers, owners, supervisors, employees, EDA, City Council, and the general
public

Ability to establish effective working relationships

Ability to perform work and manage projects in a timely and thorough manner
Ability to demonstrate initiative and excellent problem solving skills

Ability to effectively handle a wide variety of city projects and problems in an
effective and professional manner

Ability to maintain a positive image of the city through effective handling of
problems and sound coordination of multi-department programs

Ability to anticipate communication needs of public, Council and staff and effectively
act to meet those needs

Skill in the operation of job-related equipment

Ability to develop a project management schedule for carrying out assigned tasks and
meet the schedule in a timely manner.

MINIMUM QUALIFICATIONS
e Atleast 18 years of age
e Bachelor’s degree in Urban Planning, Land Use Planning, , Public Administration, or a

closely related field

e Progressively responsible project management experience
e Municipal planning/development experience
e Five years professional experience in the private/public sector with leading/managing

development and marketing initiatives within a community or experience relating to
economic development

e Proficiency using computers — word processing, spreadsheet programs, GIS

Excellent written and verbal communication skills

e Valid unrestricted class D state driver’s license with a good driving record



DESIRABLE QUALIFICATIONS
e Private sector development experience
e Masters degree in Urban Planning or closely related field
e National Development Council-Economic Dev. Finance Professional Certification



Very Slightly Not
Important Important Important Important
(Mandatory - (Usually (Sometimes (Do not need
you must do required needed to it to perform
it to perform for the job perform job)  job)
job) but not
mandatory)
Physical Activities:
1. Standing X
2. Sitting X
3. Walking X
4. Lifting X
5. Pushing/Pulling X
6. Carrying X
7. Climbing X
8. Kneeling (bending leg at
knee and resting on knee) X
9.  Crawling (moving about on
hands and knees) X
10. Crouching (bending at knees) X
11. Bending at waist X
12. Reaching (extending hands and
arms in any direction) X
13. Handling objects (grasping,
turning or otherwise using
hands or hand) X
14. Repetitive hand motion X
15. Use of arm muscles over
extended periods X
16. Use of leg muscles over
extended periods X




17.

18.

19.

Overhead work (over shoulder
height)

Stationary desk or bench work
with neck bent forward X

Driving City vehicle or personal vehicle?

X

Yes

Driving is an
occasional
requirement.



