


CITY OF MENASHA 
Position Description 

 
Position Title: Economic Development Specialist 
Department:  Community Development 

Status:   Exempt – Limited Term 

Position Reports To: Director of Community Development 

Date of Description: DRAFT September 2010 

Salary Range: None (Limited Term), Salary Not to Exceed $60,000 
 
SUMMARY 
 
This position is responsible for performing the professional project management and 
administrative functions of economic development within the Community Development 
Department. The work is performed under the direction of the Community Development 
Director. 
 
ESSENTIAL FUNCTIONS to include the following: 
 

• Conduct community, stakeholder, and marketing research to assess current attitudes 
and perceptions about the community;  

• Develop a branding strategy, brand visualization, messaging, and marketing plan for the 
City of Menasha.   

• Develop marketing and advertising strategies for citywide economic development, city-
owned properties, and city redevelopment projects. 

• Organize and engage business and property owners to advance the creation of a 
Business Improvement District (BID).  Create a BID plan, district boundaries, and 
budget. 

• Identify potential funding sources for supporting marketing and economic development 
initiatives.  

• Provide information to the public, city officials, and news media regarding assigned 
programs and duties. 

• Organize and carry out special projects as assigned. 
• Report for work as scheduled. 

 
POSITION REQUIREMENTS/QUALIFICATIONS 
 

• Knowledge of and expertise in the principles, practices, and techniques of economic 
development, marketing, and community development. 

• Knowledge of and experience in research methods and statistical analysis. 
• Ability to analyze date and information using established criteria, in order to determine 

consequences and to identify and select alternatives.  Ability to compare, count, 
differentiate, measure, copy, record, and transcribe data and information.  Ability to 
classify, compute, tabulate, and categorize data. 

• Ability to exercise judgment, decisiveness, and creativity required in situations involving 
evaluation of information against sensory and/or judgmental criteria, as opposed to 
criteria which are clearly measurable. 



• Ability to persuade, convince, and/or train others, including the ability to act in a lead 
worker capacity.  Ability to advise and interpret how to apply policies, procedures, and 
standards in specific situations.  

• Ability to organize and carry out projects. 
• Ability to develop and maintain records and reports. 
• Ability to establish and maintain working relationships with the public, city officials, 

employees, local government, businesses, and other organizations. 
• Ability to effectively communicate verbally and in writing with city officials, city staff, state 

and federal officials, contractors, developers, property owners, business representatives, 
engineers, attorneys, surveyors, and the general public. 

• Strong computer skills, including proficiency with word processing, spread sheet, data 
base, and internet applications. 

 
CERTIFICATES, LICENSES, REGISTRATIONS 
 

• Bachelor’s Degree in economic development, marketing, communications, urban and 
regional planning, community development, public administration, or related field and at 
least three years experience directly relevant to this position, or an equivalent 
combination of experience and training. 

• Valid Wisconsin driver’s license. 
 
PHYSICAL DEMANDS 
 
The physical demands described herein are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodates may be made to enable individuals with disabilities to perform the essential 
functions. 
 

• While performing the duties of this job, the employee is regularly required to sit, stand, 
walk, and use both hands to handle, touch, grasp, reach with hands and arms, talk and 
hear. 

• Specific vision abilities include close and distant vision, peripheral vision, depth 
perception, and ability to focus. 

 
FUNCTION OF POSITION DESCRIPTION 
 
This position description has been prepared to define the general duties of the position, provide 
examples of work, and to detail the required knowledge, skills, and abilities as well as the 
acceptable experience and training for the position.  The description is not intended to limit or 
modify the right of any supervisor to assign, direct, and control the duties of employees under 
supervision.  The City of Menasha retains and reserves any and all rights to change, modify, 
amend, add to, or delete from any portion of this description in its sole judgment. 
 
This job description is not a contract for employment. 
 
The City of Menasha is an equal opportunity employer, in compliance with the American 
Disabilities Act.  The City will provide reasonable accommodations to qualified individuals with 
disabilities and encourages both prospective and current employees to discuss potential 
accommodations with the employer. 
 






