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I. Position Summary:
Under the supervision of the Director of the Planning, Building and Zoning (PBZ) Department,
this role will be responsible for coordinating and overseeing of the economic development of the
County of Kendall (“County”) including facilitating federal grants; facilitating business expansion
and retention; recruiting new industry; and managing loan assistance through the Kendall
County Revolving Loan Fund. This position will work to improve the local economy and diversify
the tax base through local business retention, expansion, and fostering new business
opportunities.

II. Essential Duties and Responsibilities:
The essential job duties for this position include, but are not limited to the following:

A. Performs primary duties requiring office or non-manual work directly related to the
management or general business operations of the County, including, but not limited to
the following:
1. Reviews and performs quality control on State of Illinois Databases related to

economic development including, but not limited to business attraction, business
retention, business development, available commercial/industrial real estate,
workforce data, and workforce development.

2. Oversees and manages the Kendall County Revolving Loan Fund and Revolving
Loan Program.

3. Assists local businesses in the unincorporated areas of the County with the
zoning process and connection to various utilities.

4. Serves as staff government relations representative with municipalities,
community agencies, community stakeholders, public officials, and other
economic development allies to assist new and existing businesses.

5. Conducts research regarding new issues, methods, trends, and advances in
economic development.

6. Develops strategic economic development partnerships with businesses,
organizations and communities within the County, as well as with other counties
and municipalities.

7. Attends meetings with public groups, clubs, organizations, and agencies in a
public relations capacity to promote programs that encourage economic growth
in the County.

8. Responds to inquiries and meets with established and prospective business
associations to serve as an information broker and liaison to County services and
programs.

9. Creates and administer a database of available commercial/industrial properties
and active businesses.

10. Creates marketing and promotional materials that promote the County’s
economic development programs.

11. Participates in professional and intergovernmental organizations that promote
economic development and represents the County at local, regional and national
meetings and conventions as needed and as assigned.
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12. Provides leadership, recommendations, and direction to elected officials and staff 
regarding the County’s economic development needs. 

 
B. Performs primary duties that require the exercise of discretion and independent 

judgment with respect to matters of significance, and their recommendations are giving 
great weight by the final decision makers, including, but not limited to the following:  
1. Develops and recommends goals, long- and short-term objectives, policies and 

priorities for economic growth programs in support of the County’s economic 
development strategy, which recommendations are given significant weight by 
the final decision makers. 

2. Assists local businesses in the Enterprise Zone application process. 
3. Manages the Kendall County Property Tax Abatement Program and collaborates 

with municipalities on applications. 
4. Creates and recommends an economic development strategic plan for the 

County, which recommendations are given significant weight by the final decision 
makers.  

5. Coordinates and attends meetings with local economic development 
professionals from municipalities and other economic development organizations 
in the County. 

6. Reviews potential economic development projects proposed by state agencies 
for viability in the County, and serves as a liaison with the state agency regarding  
potential projects.  

7. Investigates and tracks available industrial and commercial real-estate.  
8. Serves as staff liaison to assigned economic development organizations and 

County Board Committees.  
9. Develops County Board policies, goals, priorities and long- and short-term 

economic development objectives. 
10. Assists interested businesses and industries in identifying potential sites, 

securing approvals, and identifying financing opportunities. 
11. Maintains a comprehensive and current understanding of policies, procedures, 

codes, and regulations, including all State, Federal and local laws and 
regulations, relating to economic development.   

12. Remains current on economic development information updates and other 
professional literature. 

C. Travels to and attends meetings, conferences, workshops, and training sessions as 
approved and as assigned, both during and after business hours.  Such travel includes 
travel both within and outside of County limits and may include travel outside the State of 
Illinois, as needed to perform assigned job duties. 

D. Attends County Board and Committee meetings as requested, both during and after 
business hours. 

E. Attends local government meetings as requested, both during and after business hours.  
F. Prepares and revises correspondence, reports, presentations, and any other 

documentation, as needed, to perform assigned job duties.  
G. Handles confidential matters daily relating to all functions of Planning, Building & Zoning 

Department, the County Board, and its committees, and maintains confidentiality of said 
information. 

H. Complies with all applicable federal and state laws and regulations regarding or relating 
to assigned job duties including, but not limited to the Illinois Open Meetings Act, the 
Illinois Freedom of Information Act, and the Illinois Local Records Act. 

I. Complies with all applicable policies and procedures regarding or relating to assigned 
job duties.  
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J. Maintains regular attendance and punctuality. 
K. Performs other duties, as assigned.  

 
III. Supervisory Responsibilities. 

This job has no supervisory responsibilities. 
 

IV. Qualifications: 
To perform this job successfully, an individual must be able to perform all essential duties 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required for the position. 
 
A. Language Skills: 

1. Ability to research, read, and interpret documents and simple instructions.   
2. Ability to prepare documents, reports, and correspondence. 
3. Ability to speak effectively with the public, employees, outside entities, vendors, 

and the County’s elected officials and department heads in both one-on-one and 
group settings. 

4. Requires good knowledge of the English language, spelling, and grammar.   
5. Bilingual ability in Spanish is preferred. 

 
B. Mathematical Skills: 

1. Ability to add, subtract, multiply, and divide in all units of measure, using whole 
numbers, common fractions, and decimals. 

2. Ability to compute rate, ratio, and percent and to draw and interpret bar graphs. 
3. Ability to read and understand basic workplace data, such as simple forms, 

tables, graphs, schedules etc.  
 

C. Reasoning Ability: 
1. Ability to analyze situations to identify problems, identify sources of obstacles, 

and evaluate possible solutions. 
2. Ability to deal with problems involving several concrete variables in standardized 

situations. 
3. Ability to apply common sense understanding to carry out instructions furnished 

in written, oral, or diagram form. 
 

D. Certificates, Licenses, and Registrations: 
1. Current and valid Driver’s License and reliable transportation. 
2. Must possess the Certified Economic Developer (CEcD) certification or must 

successfully obtain this certification within first year of employment.   
3. Economic Development Finance Professional (EDFP) certification is also 

preferred. 
4. Any and all other certificates and registrations as required for the specific duties 

performed. 
 

E. Other Skills, Knowledge and Abilities: 
1. Strong organization and multi-tasking skills.  
2. Ability to carry out duties with minimal supervision. 
3. Ability to research materials and develop reports from information gathered.   
4. Ability to maintain confidentiality. 
5. Comprehensive understanding of the economic development field and application 

of advanced principles, techniques and theory. 
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6. Excellent prioritization skills and the ability to meet deadlines.  
7. The ability to display a positive, cooperative, professional, and team-orientated 

attitude even in stressful situations. 
8. The ability to listen, understand information and ideas, and work effectively with 

County personnel, department heads, elected officials, businesses, and other 
organizations. 

9. The ability to follow guidance and work independently until project completion.  
10. Proficient knowledge of MS Word, Excel, Outlook, PowerPoint. 
11. Knowledge of office practices, principles of modern record keeping, set and 

maintaining filing systems. 
12. Skills in operating a personal computer, facsimile machine, copier, and typewriter. 
13. Ability to comply with all County policies and procedures and adhere to set 

standards. 
 

F. Education and Experience: 
1. A minimum of a Bachelor’s degree from an accredited college or university is 

required. Preferred areas of study are Business Administration, Public 
Administration, Community Development/Planning, Economics/Economic 
Development, Real Estate, Public Relations, Marketing, Business Development, 
Real Estate, or related area of study. 

2. At least three (3) years of previous work experience in business administration, 
public administration, community development/planning, economic development, 
real estate, public relations, marketing, business development, and/or real estate 
is required. 

3. A Master’s Degree in Business, Public Administration, or Marketing is preferred. 
 

G. Physical Demands: 
While performing the duties of this job, the employee must be able to: 
1. Frequently sit for long periods of time at a desk, in meetings, and during travel to 

various locations to perform assigned job duties;  
2. Occasionally walk to other offices in the County Office Building and other County 

buildings (e.g., Historic Courthouse). 
3. Regularly use computers and other electronic equipment to perform assigned job 

duties; 
4. Occasionally lift and/or move up to 40 pounds;  
5. Frequently lift and/or move up to 10 pounds; 
6. Use hands to finger, handle or feel;  
7. Reach, push, and pull with hands and arms;  
8. Talk and hear in person and via use of telephone; 
9. Specific vision abilities include close and distance vision, as well as depth 

perception; 
10. Travel independently to other County office buildings and to other locations 

throughout the County, the State of Illinois, and outside the State of Illinois, as 
needed, to perform assigned job duties. 

 
V. Work Environment: 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. While performing the duties of 
this job, the employee is subject to the following working conditions: 

1. Mostly inside environmental conditions, except when outside traveling between 
various buildings/locations throughout the County, the State of Illinois, and 
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outside the State of Illinois, as needed to perform assigned job duties.  
2. The noise level in the work environment is usually quiet to moderately quiet. 
3. Employee may be exposed to stressful situations while working with others to 

perform assigned job duties. 
4. Employee is required to provide their own transportation to travel to and from 

meetings, training, conferences, etc. 
5. Employee must be able to perform all assigned job duties during normal 

business hours and outside of normal business hours, as needed.  
 
By signing my name below, I hereby affirm that I received a copy of this job description. 

 
 

  
___________________________________________                    ________________ 
Employee Receipt Acknowledgement & Signature   Date 
 
 
___________________________________________   ________________                   
Signature of Supervisor                                                   Date 
 
cc:      personnel file, employee 
 


