
MONTGOMERY COUNTY GOVERNMENT, VIRGINIA            
POSITION DESCRIPTION 

                                                                                                                           
TITLE:    PROJECT MANAGER – ECONOMIC DEVELOPMENT 

                                                                                                                                              
GENERAL DESCRIPTION 
 
The essential function of the position within the organization is to create, manage, and implement programs 
which create and retain jobs, increase the County's tax base, and add value to the community. The position 
is responsible for actively assisting existing industry, attracting new industry to the community, developing 
product (industrial parks and buildings), and assisting with Workforce Development. The position develops 
and implements programs within organizational policies; reports major activities to executive level 
administrators through conferences and reports.  
 
PRIMARY DUTIES: This list represents the essential tasks performed by the position.  Employees may 
be assigned additional duties by management as required. 
 
Managing existing industry retention program and serving as a resource to local and state business 
assistance and workforce development programs.    
 
Assists existing industry to expand by recommending sites & buildings, financing alternatives and other 
meaningful resources.  
 
Assists recruitment of new industry, recommending sites and developing incentive proposals. 
 
Assists in managing existing facilities and interacting with tenants. 
 
Serves as departmental liaison to various community boards and commissions as requested by the director.  
 
Assists or manages special projects, developing budget recommendations, and may generate Prospect 
Economic Impact models for consideration when proposing incentive assistance.  
 
Provides primary supervision for the department’s administrative staff  (one senior Program assistant) 
 
Serves, in the director’s absence, as the designated senior staff  position, acting on behalf of the director 
within  pre-determined parameters.  
  
 
DATA RESPONSIBILITY: Data refers to information, knowledge, and conceptions obtained by 
observation, investigation, interpretation, visualization, and mental creation.  Data are intangible and 
include numbers, words, symbols, ideas, concepts, and oral verbalizations. 
 
Synthesizes or integrates analysis of data or information to discover facts or develop knowledge or 
interpretations; modifies policies, procedures, or methodologies based on findings. 
 
PEOPLE RESPONSIBILITY: People refers to individuals who have contact with or are influenced by 
the position.  
 
Negotiates or exchanges ideas, information, and opinions with others to formulate policies and programs, 
or arrive jointly at decisions, conclusions, or solutions. 
 
INVOLVEMENT WITH THINGS: Things refers to inanimate objects such as substances, materials, 
machines, tools, equipment, work aids, or products.  A thing is tangible and has shape, form, and other 
physical characteristics. 
 



ASSOCIATE ECONOMIC DEVELOPMENT DIRECTOR 

Management Advisory Group, Inc., 2005 
                 

2

Helps develop and implement long range plans and programs to support the goals and objectives of the 
organization. 
 
ASSETS RESPONSIBILITY: Assets responsibility refers to the responsibility for achieving economies or 
preventing loss within the organization. 
 
Requires responsibility and opportunity for achieving major economies and/or preventing major losses 
through authorizing expenditures of large amounts of money, or supervising the purchasing of high value 
materials, supplies and equipment. 
 
SAFETY OF OTHERS:  Safety of others refers to the responsibility for other people’s safety, either 
inherent in the job or to assure the safety of the general public. 
 
Requires no responsibility for the safety and health of others. 
 
MATHEMATICAL REQUIREMENTS: Mathematics deals with quantities, magnitudes, and forms and 
their relationships and attributes by the use of numbers and symbols. 
 
Uses addition, subtraction, multiplication and division; calculates ratios and percentages. 
 
COMMUNICATIONS REQUIREMENTS: Communications involves the ability to read, write, and 
speak. 
 
Reads industry journals, abstracts, financial reports, and legal documents; writes articles and reports; makes 
presentations to professional groups. 
 
COMPLEXITY OF WORK: Complexity of work addresses the analysis, initiative, ingenuity, creativity, 
and concentration required by the position and the presence of any unusual pressures. 
 
Performs work involving the application of logical principles and thinking to solve practical problems 
within or applying to a unit or division of the organization; requires continuous, close attention for accurate 
results and frequent exposure to unusual pressure. 
 
IMPACT OF DECISIONS:  Impact of decisions refers to consequences such as damage to property, loss 
of data or property, exposure of the organization to legal liability, or injury or death to individuals. 
 
Makes decisions with serious impact – may affect units in organization, and may affect citizens. 
 
 

EDUCATION AND EXPERIENCE REQUIREMENTS 
    

EDUCATION REQUIREMENTS: Education requirements refers to job specific training and education 
required for entry into the position. 
 
Requires bachelor’s degree in Economics, Business Administration, or a related field.  Preference given to 
related continuing education; successful work toward related advanced degree or professional  CEcD  
(IEDC certification).  
 
LICENSES, CERTIFICATIONS, AND REGISTRATIONS REQUIRED: Licenses, certifications, and 
registrations refers to professional, state, or federal licenses, certifications, or registrations required to 
enter the position. 
 
Requires none. 
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EXPERIENCE REQUIREMENTS: Experience refers to the amount of work experience that is required 
for entry into the position that would result in reasonable expectation that the person can perform the tasks 
required by the position.  
 
Requires minimum four years of  professional experience directly related to primary tasks.. 
 
 

AMERICANS WITH DISABILITIES REQUIREMENTS 
 

PHYSICAL DEMANDS: Physical demands refers to the requirements for physical exertion and 
coordination of limb and body movement. 
 
Requires sedentary work involving standing or walking for brief periods, exerting up to 10 pounds of force 
on a regular basis; and some dexterity in operating machines, tools, or office equipment. 
 
UNAVOIDABLE HAZARDS: Unavoidable hazards refers to unusual conditions in the work 
environment that may cause illness or injury. 
 
The position is exposed to extreme heat/cold, wet or humid conditions, bright/dim lights, dust or pollen, 
and traffic. 
 
SENSORY (ADA) REQUIREMENTS: Sensory requirements refers to hearing, sight, touch, taste, and 
smell necessary to perform the tasks required by the position efficiently. 
 
The position requires normal visual acuity and field of vision, hearing, speaking, color perception, depth 
perception, and texture perception. 
 
 

AMERICANS WITH DISABILITIES ACT COMPLIANCE 
 
The Montgomery County Government of Virginia is an Equal Opportunity Employer.  ADA requires the 
County to provide adequate accommodations to qualified persons with disabilities. Prospective and current 
employees are encouraged to discuss ADA accommodations with management. 
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