
East Stroudsburg Borough Economic Development Director Job Description 
101018 
 
Summary 
 
East Stroudsburg Borough is currently recruiting for an experienced Economic 
Development Manager in the area of business attraction and marketing. If you have at 
least five years of experience in this area of economic development and are ready to 
work with a dynamic and professional team focused on the future and committed to the 
community, then this is an excellent opportunity for you! 
  
Under general direction of the East Stroudsburg Borough Manager, this position 
performs highly responsible and advanced professional work providing general 
economic development support to East Stroudsburg Borough.  The incumbent in this 
position will have a high level of interaction with the East Stroudsburg Borough Council 
and the Borough Manager as well as the public. 
  
All applicants must be able to pass a Pennsylvania State Police background 
check. 
 
ESSENTIAL JOB DUTIES 
 

 Assist businesses interested in locating in East Stroudsburg Borough.  Helps to 
identify suitable properties for their relocation or growth. 

 Develop advertising and earned media campaigns. 
 Serves as the East Stroudsburg Borough’s economic development 

representative with the private sector to provide assistance in areas such as 
permits and regulations, workforce training, financing, and marketing. Such work 
is performed either directly or by providing linkages with specialists in East 
Stroudsburg Borough and other economic development service organizations. 

 Builds and maintains effective relationships with the business community, 
advisory groups, other governmental agencies, citizen groups and citizens. 

 Serves as a resource for the public, including developers, property owners, 
community organizations, facilities decision making and problem resolution, 
negotiates and resolves significant and controversial issues and provides small 
tenant improvement assistance in permit process where needed. 

 Serves as the East Stroudsburg Borough liaison to the business community, 
chamber of commerce, economic development planning advisory boards, 
economic development agencies and governmental agencies in furthering the 
Borough’s economic development policies and programs. 

 Coordinates activities with appropriate Borough departments. 
 Implements short and long term economic development strategies, public/private 

partnerships for development and business assistance programs for existing and 
prospective businesses. Recommends adjustments in programs, activates 
policies and procedures to further economic developments goals. 



 Identifies and tracks critical performance metrics to evaluate the impact of local 
economic development efforts such as jobs/housing balance local buying power, 
vacancy rates etc. 

 Ensures financial accountability. Sees that appropriate records are kept and that 
and internal controls are maintained. 

 Serves as a liaison to businesses interested in expansion. 
 Actively works to enhance and retain businesses within the Borough. 
 Develops, implements and participates in special business community events to 

promote business development and vitality in coordination with Chamber of 
Commerce and East Stroudsburg Borough. 

 Presents proposed programs and projects to business community groups, 
agencies and the East Stroudsburg Borough Council. 

 Researches, analyzes and reports on economic and market trends. 
  Proposes and works with Borough staff on resolutions, proclamations, 

ordinances, staff reports and other official documents as required related to 
economic development. 

 Creates and executes a work plan to meet the objectives as related to the 
Borough’s Comprehensive plan. 

 Plans, organizes and performs business visitation program to include regular and 
periodic telephone communication, various correspondence methods and 
primarily on-site personal interviews with business and property owners to 
assess business concerns and opportunities. 

 Plans, organizes and implements annual Business Appreciation activities and 
other business networking, educational, and promotional events as part of 
project teams. 

 Coordinates workforce development activities with appropriate organizations. 

  

 

QUALIFICATIONS 

A Bachelor's degree in economics, marketing, public or business administration or 
planning and five years increasing experience in any combination of public or private 
business, real estate or economic development, including two years managing complex 
projects 
  
Any combination of education and work experience will be considered that allows the 
applicant to demonstrate an understanding of economic development in a public 
agency. 
  
This position requires a valid Pennsylvania State Driver's License with a driving record 
free of serious or frequent violations or the ability to obtain within six months of hire.  A 
poor driving record will be taken into consideration during the hiring process.   
Out of state applicants must submit their current driver's abstract from the state of 
issuance and have a driving record free of serious or frequent violations.  Once you 



have received your abstract, please email to Brian.Bond@eaststroudsburgboro.org 
(please do not attach to application) or fax it to 570-421-5575 no later than 5:00 
p.m., November 30, 2018.   Applications without a driver’s abstract will be 
considered incomplete 
 
 
 
KNOWLEDGE, SKILLS AND ABILITIES 
 

  Knowledge of: 

 Federal and state laws, rules, and regulations applicable to 
businesses, industries and real estate development. 

 Existing North East and Mid Atlantic businesses and industries and the regions 
current general business and economic climate. 

 Marketing and economic principles and practices. 
 Financial feasibility, pro forma analysis, current economic trends and economic 

forecasting. 
 Structure and operation of municipal government principles, practices, 

procedures and legal requirements and its political environment. 
 Organizational and management practices as applied to the analysis and 

evaluation of economic development programs, policies and operational needs. 
 Real estate practices, management, organization, and legal practices pertaining 

to real property, right-of-way, acquisition, and relocation; survey laws, land 
transaction methods, title records and instruments. 

 Economic analysis techniques related to market feasibility and impact studies. 
 Methods and techniques for business and community involvement.  
 Effective methods of organizing and utilizing data. 
 Project management skills. 
 Business recruitment skills and techniques. 
 Research methods. 

 Ability to: 
 Implement the Borough’s economic development strategy. 
 Implement the Borough’s Comprehensive Plan. 
 Operate computer equipment and programs to produce publishable reports and 

documents. 
 "Sell" the Borough's economic development strategy to companies outside of 

East Stroudsburg. 
 Comprehend site selection fundamentals including corporate strategies. 
 Match potential businesses with Issaquah locations. 
 Develop a community marketing plan and brand. 
 Garner internal and external support for a marketing campaign. 
 Engage social media and website design to target new markets. 
 Utilize Geographic Information Systems (GIS). 
 Benchmark, evaluate, and monitor the marketing plan. 



 Interpret pertinent legal documents, laws, and regulations. 
 Cultivate and maintain cooperative and effective working relationships with 

elected officials, advisory bodies, the business community, Borough Staff, the 
media and the general public. 

 Communicate effectively in written and oral form to a diverse audience, and to 
prepare and analyze technical and administrative reports, statements and 
correspondence. 

 A willingness to be a partner in a performance focused team with the ability to 
successfully market and promote East Stroudsburg Borough. 

 Effectively represent East Stroudsburg Borough in situations which are 
potentially adversarial or stressful. 

 Establish and maintain effective working relationships and to build trust with 
business clients and community associations. 

 Assemble and analyze statistical, economic, and marketing information and 
make practical recommendations. 

 Analyze complex issues and impacts and provide clear and concise 
recommendations and alternative solutions. 

 Work independently with little direction in planning, prioritizing, scheduling and 
organizing work. 

 Compile and prepare reports, RFP’s, pro forma financial analysis and other 
documents etc. 

 Facilitate the development process. 
 Develop and meet schedules, timelines, work programs and cost estimates. 
 Negotiate and seek creative solutions using good interpersonal skills. 
 Read, interpret, apply and explain rules, regulations, codes, policies and 

procedures. 

 

ADDITIONAL REQUIREMENTS 

 

Physical Requirements 
 

 Requires the ability to exert light physical effort in sedentary to light work. 

 Some lifting, carrying, pushing and/or pulling of objects and materials of medium 
weight (25-50 pounds). 

 Tasks may involve extended periods of time at keyboard or work station. 
 

Sensory Requirements 
 

 Some tasks require the ability to perceive and discriminate sounds and visual cues or 
signals. 

 Some tasks require the ability to communicate orally. 
 

Environmental Exposures 



 

Essential functions are regularly performed without exposure to adverse environmental 
conditions. 

 

Prior to employment, an applicant selected for this position must satisfactorily complete a 
drug and/or alcohol screening test and physical examination to determine if an applicant 
is physically capable of meeting the essential functions of the job. 

 

The position description does not constitute an employment agreement between East 

Stroudsburg Borough and the candidate. The position description is subject to 

change based on the operational needs of East Stroudsburg Borough where it would 

require the position description to be modified. 


