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 CITY OF AIKEN

CLASS SPECIFICATION

Job Code:  

Date:  

CLASS TITLE:

BUSINESS VITALITY MANAGER


DEPARTMENT(S):

CITY MANAGER’S OFFICE


FLSA STATUS:



JOB SUMMARY:
Manage the day to day operations of the city’s economic development program while helping to grow the City of Aiken’s economy.
MAJOR RESPONSIBILITIES AND DUTIES:  
Essential Functions:
Acts as Chief Business Development Officer and Business Advocate within City Government assisting in every aspect of Business Development from strengthening the image of Aiken as a business friendly community to assistance in specific projects from concept to completion. Assists in explaining local ordinances, rules, regulations and processes to businesses and annually evaluating all of the above to ascertain if changes/reforms are necessary for business development to succeed. Acts as the central contact to the Business Community and answers directly to the City Manager.

Meets regularly with existing Businesses to gain insight on how to support retention and expansion.

Serves as the lead contact for the City’s participation in the S.C. Main Streets Program.

Ensures Aiken’s resiliency to economic change through support of our core attributes ( e.g. Arts, History, Tourism, Equestrian Industry, Health Care, Retirement Quality of Life, SRS, etc.), assets, regional competitiveness and economic diversity.

Serves as the liaison to the Aiken Area Chamber of Commerce, County Economic Development Director, ADDA and associated Business entities. Attends Business meetings as needed

Promotes the City regionally and nationally as a business and visitor destination in cooperation with various county, state and federal agencies.

Target specific economic sectors for expansion or relocation in Aiken that will: Enhance the quality of life in the community; provide for the greatest positive impact and deliver the fewest negative impacts; support Aiken’s competitive strengths and compatibility with Aiken’s lifestyle; guide the coordination of the local economy with regional economic initiatives; and encourage and support local businesses and well-paying jobs; promote fiscal sustainability and broader community goals and vision

Coordinates efforts of builders, developers and property owners wishing to provide diverse housing types in Aiken.

Attract and Maintain business activity that creates new jobs and adds to our tax base; and

acts as City Grants Coordinator for all Department Managers working with our State and Federal Legislative Delegation in search of any/all Grant funding opportunities.
Essential Safety Functions:

It is the responsibility of each City employee to comply with established policies, procedures, and safe work practices.  Each employee must follow safety training and instructions provided by their supervisor.  Each employee must also properly wear and maintain all personal protective equipment required for their job.  Finally, each employee must immediately report any unsafe work practices or unsafe conditions as well as any on-the-job injuries or illnesses.

Every manager/supervisor is responsible for enforcing all safety rules and regulations.  In addition, they are responsible for ensuring that a safe work environment is maintained, safe work practices are followed, and employees are properly trained.

Examples of Other Major Responsibilities:
Prepares reports, papers, and other documents; maintains and updates all records and documents.

Attends seminars and studies written materials to maintain knowledge of current practices in the field.

Performs other related duties as required.
MATERIALS AND EQUIPMENT USED:
General Office Equipment and Computer Technology.
KNOWLEDGE, SKILLS, AND ABILITIES:
Requires a professional level of knowledge equivalent to that normally acquired through a Bachelor's degree program or through equivalent work experience.

An advanced level of interpersonal skills necessary in order to provide effective leadership to develop cooperative working relationships with employees, senior management, elected officials, and community leaders.

Significant ability to concentrate and pay close attention to detail for up to 70% of work time in reviewing, preparing and presenting documents, reading and writing reports, or representing departments at internal or external public meetings.

Some physical effort required associated with walking, standing, lifting and carrying work-related objects approximately 15-30% of work time.

Ability to work in an office environment as well as outside with potential physical discomforts associated with changes in weather such as rain, cold, snow, heat, or discomforts associated with noise, dust, dirt, and the like.  At times, this position may require hands-on labor.
MINIMUM QUALIFICATIONS REQUIRED:
Education and Experience:
Bachelor’s degree required in business, economics, public administration or related field

Three to five years of professional economic development experience or any equivalent combination of education and experience which provides the required knowledge, skills, and abilities.
Licenses and Certifications:

Valid State driver's license and satisfactory motor vehicle record.
This class specification should not be interpreted as all inclusive.  It is intended to identify the major responsibilities and requirements of this job.  The incumbents may be requested to perform job-related responsibilities and tasks other than those stated in this specification.

