
 

 

DIRECTOR OF COMMUNITY AND ECONOMIC DEVELOPMENT  

Position Definition 

Under the general direction of the County Administrator, acts as the County’s primary business 

liaison and business location and expansion advocate and community planner. The essential 

function of the position within the organization is to work with the County Administrator, 

Assistant County Administrator, and others to develop, implement, and manage an aggressive 

and comprehensive economic development program in order to diversify and grow the County’s 

business base, job market, and tax base. This position cooperates and coordinates with other 

local, regional and state economic development partners including the Virginia Economic 

Development Partnership, the Smyth County Economic Development Authority, Smyth County 

Planning Commission, and the Virginia Department of Housing and Community Development, 

among others. Position requires a focus on strategic marketing, and ability to build strong 

relationships with both existing businesses, and potential new business prospects, with a strong 

emphasis on developing new potential commerce. Position requires the ability and skills to 

facilitate new investment and jobs through activities targeting small businesses. Develops, 

recommends, and implements effective strategies, plans, and programs for economic growth 

within the County. Director receives general supervision from the County Administrator on a 

day-to-day basis. Work is performed with a wide degree of latitude and requires the exercise of 

independent judgment and action. Problems encountered range from routine to extremely 

complex in nature. 

 

Examples of Work 

 Recruits business investment in Smyth County. Assists potential businesses with the 

showing of sites and buildings to prospects, making presentations and responding to 

information requests in a timely, accurate, and professional manner. 

 Meets with potential developers, industry and building owners, and their representatives 

to facilitate participation in development projects.  

 Works as a liaison between property owners and prospective business tenants and 

developers to match available properties with desired commercial business activities.  

 Develops and maintains a database of vacant or underutilized commercial, industrial, and 

office spaces.  

 Develops, implements and maintains a continuing program of interaction, interest, and 

support with existing businesses and industry in the County. 

 Plans and implements specialized programs for small businesses and entrepreneurs in 

support of attracting investment to the County. 

 Responsible for planning and organizing the implementation of projects, administering 

community development activities, and coordinating the implementation of public facility 

improvements, public services and other related programs. The position also includes 

current and long-range planning, and real estate and land use activities. 

 Provides input into the development or updating of long-range planning involving the 

municipal infrastructure. 

 Works closely with the Planning Commission and other Staff to revise and update the 

Smyth County Comprehensive Plan as necessary. 

 Seeks out projects and grants to aid in the enhancement of quality of life for citizens of 

the county. 

 Promotes, communicates and reinforces the Board of Supervisor’s goals and objectives to 

create growth and improve the community  



 

 

 Develops and maintains a public relations media plan to produce and publish mass 

communication through email blasts and marketing promotions 

 Builds and sustains online communications by maintaining  and updating  topics of 

community interest on the County website, Facebook, Twitter and other social media 

platforms to publicize improvements and successes in community development  

 Acts as a spokesperson at community events and with media outlets promoting the 

effective positive objectives of the Board of Supervisors.   

 Represents the County at economic related meetings, appropriate boards, commissions, 

or committees as assigned.  

 Attends economic development related meetings, conferences, and educational programs 

to further knowledge and stay informed of changes in targeted industries and economic 

development. 

 Assesses the County’s economic conditions and development needs, issues, attributes, 

and barriers on an on-going basis and reports to the Board of Supervisors.  

 Monitors legislation and regulations related to economic development, reports findings to 

appropriate departments and agencies.  

 Measures, monitors, and reports performance metrics associated with economic 

development policies, projects and programs. 

 Develops and manages incentive programs for attracting businesses to the County. 

 Prepares and manages departmental and program budgets. 

 Performs other duties as required. 

 

  Qualifications 

Education: Four year degree specializing in economic development, community 

planning or other closely related field from an accredited college. Master’s Degree 

preferred.  

 

Experience: Demonstrated knowledge of effective economic development programs and 

proven ability to plan, develop and implement strategic business plans. A thorough 

knowledge of local, regional, and state economic development organizations, 

relationships and processes. Strong understanding of business and industry location, 

facilities, logistics, financial, labor, and business service needs. Excellent interpersonal 

facilitation and negotiating skills. Ability to work independently and exercise 

independent judgment.  

 

Knowledge, Skills, and Abilities: Ability to immediately establish and maintain rapport 

and cooperative and effective working relationships with economic development 

partners, businesses of all sizes and types, co-workers, elected officials, citizens, the 

media, civic groups and community organizations. Ability to gather, analyze, and 

evaluate economic studies, financial statements, and marketing studies. Excellent 

marketing skills and abilities, and oral and written communication skills.  

 

Position Requirements 

Must reside in Smyth County within six months of successfully obtaining position. 
 


