
CLASS SPECIFICATIONS 

Class Title: Economic Development Specialist   Class Code: 7783 
Department: Community & Economic Development (CED) Grade:  20 
FLSA:  Non-Exempt      Eff. Date: 08/29/2016 
         Revised: 01/26/2022 
        
GENERAL PURPOSE 
 
Under the direction and supervision of the Economic Development Deputy Director and/or the CED 
Director, performs professional and technical work in economic development, Davis County Council of 
Governments, and the Davis Fund for Economic Development. 
 
EXAMPLE OF DUTIES   
 
Executes initiatives and activities to facilitate local business attraction, expansion, and retention, 
including incentive awareness, conducting business evaluations/surveys, and providing general 
economic development assistance.  
 
Arranges and attends meetings with businesses; evaluates and determines the appropriate level of 
County support; assists in identifying and recruiting companies that meet Davis County’s goals with an 
emphasis on the Governor’s Office of Economic Opportunity identified targeted industries; responds to 
and/or coordinates requests for information and proposals to prospective companies interested in 
relocating.  
 
Supports economic development with marketing and promotional activities, including web and social 
media based efforts and preparing marketing materials.  Integrates effective marketing and outreach 
programs and activities with business development; communicates with local businesses to identify 
business needs and issues facing local enterprises, including barriers to growth; identifies and 
implements services. Develops and delivers presentations to a variety of audiences, establishing and 
maintaining a highly visible and accessible profile to local industry, development consultants, and other 
stakeholders. 
 
Performs the necessary administrative and technical services for Davis County Council of Governments 
such as: handling of correspondence, recording of Council minutes and business matters, etc., 
coordinating staff and consultant services and providing recommendations to the Council of 
Governments’ in relation to organizational responsibilities. 
 
Oversees the Davis Fund for Economic Development by providing direct technical assistance to small 
business loan clients in preparing loan proposal, marketing pitch and related business development 
requirements.  
 
Coordinates efforts between diverse individuals and groups including elected officials, County staff, the 
business community, brokers, organizations dedicated to local economic development, citizens and 
citizen groups, utilities and other governmental bodies to facilitate economic development for Davis 
County. 
 
Evaluates economic data to advise on strategies for development and growth within the County.  
 
Occasionally assists tourism efforts and activities, and community events sponsored by Discover Davis. 
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Attends professional economic development meetings and events.   
 
Performs other related duties as assigned.  
 
MINIMUM QUALIFICATIONS 
 
1. Education and Experience: 
 

Graduation from an accredited college or university with a Bachelor’s Degree in business  
management, marketing, communications, economics  or a closely related field, plus at least 
two (2) years of directly related full-time work experience in economic or community 
development, business development, marketing, state or local government, non-profit 
organizations, or a closely related field.   An acceptable combination of education and related 
experience may be considered.   
 
Preference may be given for related work experience in the following areas:  financial 
processes, marketing, loan processing, research and data reporting, or a closely related field.  

 
2. Special Qualifications: 
 

Furnish personal transportation for in state on-the-job travel. Employees driving a personal or a 
County vehicle for job related travel must possess a valid driver license, must maintain the 
minimum vehicle liability insurance as specified in the Utah Code, and must operate a motor 
vehicle in a safe manner. New employees with an out-of-state license must obtain a valid Utah 
Driver License within sixty (60) days of hire date (exceptions for military personnel and their 
dependents).   
 

3. Necessary Knowledge, Skills, and Abilities: 
  

Knowledge of:  the principles and practices of economic development; business finance; 
marketing concepts and methods; County or local government operations; loan underwriting 
and processing, research methodology and statistics, tourism, community event management, 
real estate development and land use; County and department policies and procedures; related 
computer operations.   
 
Skill in:   using all applicable computer hardware and software programs/applications, including 
Microsoft Suite; web-based applications and Gmail; using common office equipment.  
Preference for skills in QuickBooks and or client management software. 
 
Ability to:  work with  minimal supervision; coordinate work with multiple organizations; 
perform multiple tasks simultaneously; design presentations and speak/present in public to 
audiences of various sizes; effectively organize and prioritize activities and projects; exercise 
sound independent judgement; work for sustained periods of time maintaining concentrated 
attention to detail; communicate professionally and effectively (verbally and in writing); follow 
written and oral instructions; establish and maintain effective working relationships with 
supervisors, other employees, elected boards/officials, committees, allied agencies and the 
general public. 
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The above statements are intended to describe the general nature and level of work being performed by persons 
assigned to this job. They are not intended to be an exhaustive list of all duties, responsibilities and skills required 
of personnel so classified. All requirements are subject to possible modification to reasonably accommodate 
individuals with disabilities. 
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