
CITY OF ORANGE CITY 
 

JOB DESCRIPTION 
 

JOB TITLE:   Community Development Director 
 
REPORTS TO:  City Administrator and OCDC Board President 
 
 
PRIMARY PURPOSE: 
 
Prepares, recommends, and manages a comprehensive community development 
program for the City of Orange City that includes housing, retail, commercial and 
industrial development.  Coordinates and administers City development activities with 
the Orange City Development Corporation and the Orange City Chamber of Commerce. 
Oversees the City’s marketing efforts.   
 
REPORTING RELATIONSHIPS: 
 
This position reports to the City Administrator and to the OCDC Board President. 
 
 
MAIN RESPONSIBILITIES: 
 
1. Perform professional and administrative work in developing, managing, 

coordinating and supervising programs to meet the economic development 
needs of the City. 

 
2. Direct programs that include economic development, downtown development, 

workforce development, and cooperative programs with Orange City 
Development Corporation and the Chamber of Commerce.  

 
3. Promote coordination, cooperation, and effective interactions with community 

groups, City departments, local business, and general citizens in relation to 
community development. 

 
4. Collaborate with the City Administrator to endorse and actively pursue 

community development/economic development projects that are a benefit to the 
community.   
 

5. Anticipate, advance plan, and prioritize community development and related City 
infrastructure needed to meet community growth requirements and make a 
determination as to the economic feasibility of making short-term, long-term, or 
staged improvements. 

 
6. Prepare reports as required and present them, both verbally and written, in a 

well-organized, well-communicated manner. 
 



7. Prepare information, develop proposals, and provide recommendations for 
consideration by the City Council in its long-range planning and development 
efforts on behalf of the City of Orange City. 

 
8. Act as a liaison, a respected advocate, and public relations proponent for the City 

in efforts to attract new industry and business to the City and to assist local 
business and industry to expand. 

 
9. Provide leadership in the development and implementation of City sponsored 

economic development initiatives with an emphasis on job creation and retention.   
 
10. Structure economic development projects and financing packages including tax 

increment financing, development loan funds, CDBG loans and other state and 
federal financial resources. 

 
11. Supervise the preparation and administration of state and federal grant 

applications.   
 
12. In cooperation with the board president, prepare an agenda and schedule 

monthly OCDC board meetings.   Provide key staff support for OCDC. 
 
13. Serve as a key liaison with the Chamber of Commerce, and Orange City Area 

Daycare Board. 
 
14. Maintain effective working relationships with other government jurisdictions while 

working collaboratively with the City Administrator and City Council.   
 
15. Develop comprehensive branding, marketing, and promotion plans to be 

submitted for approval during the annual budgeting process, and effectively 
implement those plans throughout the year.  

 
16. Any and all other duties as assigned from time to time by the City Administrator. 
 
 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
A motivated team player with skills in written and oral communication, problem-solving, 
and consensus building. 
 
Skill in planning, organization, execution, and follow through. 
 
Enthusiastic and effective public relations and leadership abilities.  Management skills 
supported by a results-oriented record of employment service.   
 
Demonstrated ability to deal tactfully with individuals in stressful situations. 
  



Knowledge of the principles, objectives, and techniques of economic development, 
including development finance, business credit analysis, real estate finance, and deal 
structuring. 
 
Understanding of state and federal grant programs, grant application, and grant 
administration process. 
 
Ability to use technology in an appropriate and effective manner. 
 
 
PHYSICAL AND COGNITIVE REQUIREMENTS: 
 
Required Physical Activities: sitting, standing, walking, climbing, reaching, squatting, 
typing, talking, hearing, repetitive motions. 
 
Physical Characteristics of the Job:  Light work requiring the exertion of up to twenty 
(20) pounds of force occasionally and/or ten (10) pounds of force frequently. 
 
Environmental Characteristics:  The work is performed primarily in an office 
environment.  The work may expose the employee to visual strain, unpleasant social 
situations and significant work pace pressures.   
 
Visual Requirements:  Vision correctable to 20/40 is required 
 
Reasonable accommodation may be made to enable individuals with disabilities to 
perform essential functions as defined by the Americans with Disabilities Act. This will 
be evaluated and handled on a case-by-case basis. 
 
 
EDUCATION, TRAINING, AND EXPERIENCE: 
 
Required Education:  Bachelor’s Degree in Business, Economics, Public Administration, 
or a related field 
 
Preferred Experience:  Experience in the management of economic development 
programs or an equivalent combination of experience and training which provides 
essential knowledge, skills, and abilities. 
 
Job Requirements:  Valid Iowa driver’s license. Occasional long hours and flexibility in 
work schedule, including evening meetings. Occasional travel is required. 
 

 


