PITTSBURGH DOWNTOWN PARTNERSHIP

Job Description

Title:


         Economic Development Manager
Reports To:
         President 

Effective:

         October, 2009
____________________________________________________________
Position Description
The Economic Development Manager is responsible for the implementation of the Pittsburgh Downtown Partnership (PDP) adopted economic development strategy.
The primary responsibilities of the Economic Development Manager include:

· administration of the PDP office retention and recruitment;

· completion of the Paris to Pittsburgh street activation (storefronts) project; 
· the management of Market Square and; 
· the street-level management of the PDP retail retention and recruitment 
The Economic Development Manager will report to the President and VP of Economic Development and work closely with all PDP staff and will develop effective professional relationships to stimulate real estate community’s interest in Downtown opportunities. 
The Economic Development Manager will use creativity, relationship building and resourcefulness to promote Downtown business investment.

Responsibilities
Planning

· Ensure that all planned economic development activities support the PDP Strategic Plan and are consistent with the long-term development objectives of the PDP.  
· Assist in development of the annual business plan for PDP.

Organizing
· Coordinate all necessary economic development meetings from agenda development to taking accurate minutes and direction follow-up.

· Determine the resources, services and products necessary to implement all business development activities.

· Develop useful summary materials for distribution to the real estate community.

· Work effectively with the real estate community including brokers, realtors, developers, property-owners, tenants and other individuals or organizations that provide expertise and resources.

· Work cooperatively with key stakeholders identified in the PDP Strategic Plan to align mutual interest and develop sustainable programs to solve mutual issues.

· Monitor the economic development program expenses to ensure effective budget management.

Executing
· Coordinate the updating of the all economic development collateral materials and website information with the Marketing Department to ensure timely, accurate and compelling information is supplied to stakeholders.
· Oversee the content of the ‘Doing Business’ pages on the website and provide economic development copy to the Marketing Department for the various PDP e-newsletters and communications.
· Work closely and cooperatively with other PDP staff regarding Downtown service delivery (clean, safe, transportation, housing and marketing) as it impacts business development opportunities and challenges.

· Meet face-to-face with property-owners and merchants to identify problems and provide solutions to enhance and expand the existing Downtown business base.

· Generate solutions for potential business retention and recruitment and follow-up on all business leads generated by program activity including the incentive programs available through the PDP and interface with real estate community.

· Complete special projects as assigned by the PDP President regarding unplanned opportunities Downtown.

· Coordinate all research necessary to track the impact of business development activity.

Evaluation
· Provide consistent and accurate reporting against the Business Plan on a quarterly basis.

· Form strong working relationships with the real estate community

· Facilitate renewed private sector energy on business investment Downtown.

· Work cooperatively with PDP program staff.

· Complete in a timely and professional manner special projects as assigned by the PDP President.

Qualification
Knowledge

· Familiar with the real estate development process

· Familiar with the public development process including funding, zoning and politics

· Familiar with financial incentive programs, urban design and loan analysis
· Familiar with issues of the latest theory involving urban development.

Experience
· Experience in working with volunteer organizations, private real estate community, public organizations and city leadership.

· Experience in front line business retention, expansion and recruitment

· Experience in planning and public process.

Skills
· Excellent interpersonal, written communication and presentation skills.

· Ability to establish strong working relationships with a wide variety of people.

· Ability to develop creative solutions for a wide variety of activities.

· Ability to complete projects on time and in a professional manner.

· High computer literacy.

Personal Attributes

· Aggressive and enthusiastic approach to problem solving and goal achievement.

· Ability to work under pressure and face the challenges of an organization undergoing growing pains.

· Ability to be a team-player with the rest of the PDP staff.

Compensation
$40,000 plus benefits
PDP Action Items

Paris to Pittsburgh

Lead and administer the Paris to Pittsburgh Advisory Committee and complete the storefront enhancements through the Paris to Pittsburgh program focused on Market Square, Fifth Avenue and Sixth Street resulting in a high-level of design and increased street activation.
Retail Development

Advance the retail redevelopment of the Fifth Avenue through a focused strategy of organization, promotion, design and economic restructuring.
Market Square

Activate Market Square through coordination of a stakeholder group made up of Market Square merchants and property owners, new investors and property owners just beyond Market Square.  Capitalize on the reconstruction of Market Square to attract more businesses and investment to Downtown Pittsburgh. Manage the space to provide daily maintenance of Market Square, (setting tables, chairs and outdoor eating amenities, providing for music, trimming landscaping, cleaning sidewalks, curbs and tables, coordinating street cleaning and securing appropriate storage facilities etc.), to demonstrate to users the PDP commitment to Market Square. 
Office Development

Lead the Office Retention and Recruitment Task Force.  Continue the aggressive and consistent Downtown public relations campaign to promote the Downtown office experience and invite business investment throughout the region.   
Website

Complete quarterly website updates to the PDP ‘Doing Business’ website pages.
