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2 1S POSITION DESCRIPTION
TITLE: Economic Development Fall Intern — 1 position JOB CODE: 7053
DEP/DIV: Community Development / Economic Development ESTABLISHED:08/2025
REPORTS TO: Economic Development Director FLSA STATUS: Non-Exempt
EMPLOYEE STATUS: Temporary (August - November) LOCATION: City Hall

SALARY/GRADE: $19.00 per hour/ No Benefits

GENERAL PURPOSE

Support economic development initiatives through project planning, research, and data analysis.
Responsibilities include preparing presentations and reports, coordinating events and meetings, engaging
with businesses and community organizations, and performing administrative tasks. The position also
involves assisting with special projects as assigned by the Economic Development Director.

ESSENTIAL DUTIES AND RESPONSIBILITIES

e Assist with planning projects related to economic development initiatives.

e Collaborate with the economic development team to prepare presentations and reports for
external stakeholders and community partners.

e Participate in meetings and community events with area businesses, local government entities,
and community organizations to understand their needs and identify opportunities for
collaboration.

e Assist with research and data analysis to support economic development plans and activities.

e Support the organization and coordination of workshops, events, and meetings related to
economic development.

e Perform administrative duties including filing, reporting, meeting agenda development, meeting

minutes, and other related tasks.

e Assist with special projects and other duties as assigned by the Economic Development team.

REQUIRED KNOWLEDGE., SKILLS AND ABILITES

e Strong interest in economic development, regional planning, and community development issues.

e Ability to work as part of a team or individually with little supervision.

e Strong writing and verbal communication skills.

e Experience with Microsoft Office software, specifically Outlook and Excel, is required.

e Avalid driver’s license and access to reliable transportation for occasional travel within the
region.

e Spanish is a plus but not required.

QUALIFICATIONS
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Relevant education in Urban and Regional Development, Public Policy, Economics, Public

Administration, or related field preferred.
Preferably a master’s degree-seeking candidate.

SPECIAL REQUIREMENTS

Must be at least 18 years of age.
Valid driver’s license and ability to use a personal vehicle for field work (mileage reimbursed).

TOOLS AND EQUIPMENT USED

e Office desk and chair.
e Laptop Computer and internet connection.
e  Microsoft software.
e ArcGIS.
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. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions.

Hand-eye coordination is necessary to operate computers and various pieces of equipment.

While performing the duties of this job, the employee is frequently required to sit and talk or hear. The
employee is occasionally required to walk; use hands, fingers, handle or operate objects tools or controls;
and reach with hands and arms. Employee must drive an automobile or light truck and be able to make

field visits including entering residences, business venues, and construction sites.

The employee must occasionally lift and/or move up to 50 pounds. Specific vision abilities required by
this job include close vision and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters
while performing the essential functions of this job. Reasonable accommodations may be made to enable
individuals with disabilities to perform the essential functions. While performing the duties of this job, the
employee is frequently exposed to outside weather conditions. The employee is occasionally exposed to
wet and/or humid conditions; moving mechanical parts; high, precarious places, fumes or airborne
particles; toxic or caustic chemicals; extreme cold; extreme heat and risk of electrical shock. The noise level
in the work environment is usually moderate.

SELECTION GUIDELINES

Formal application with a rating of education and experience; an oral interview and reference checks; and
job-related tests may be required.

The duties listed above are intended only as illustrations of the various types of work that may be performed.
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The omission of specific statements of duties does not exclude them from the position if the work is similar,
related or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and
is subject to change by the employer as the needs of the employer and requirements of the job change.

EQUAL OPPORTUNITY/REASONABLE ACCOMMODATION EMPLOYER



