West Central Indiana
Economic
Development District

JOB DESCRIPTION
Job Title:

Division/Division:

Location:

Typical Hours:

Community/Economic Development
Planner I

Econmic Development
Division

Terre Haute

25 Per Week

Type Position:

An Equal Opportunity
Employer

Position Classification:
Full-time

Supervisory

Temporary

Part-time

Neither

Reporting Relationships:
First Level:

Salary Range:
Managerial

FLSA Status:

From: $15.76 To: $17.51
Per Year

Second Level:

Director, Economic
Development

I.

Position Is:

Permanent

Exempt

Per Hour

Non-Exempt

Third Level:

Executive Director

Job Summary:
Under the supervision of the Director of the Economic Development Division, and the oversight of the
Executive Director; performs a variety of paraprofessional planning tasks at the office, and in the field,
including basic intake and review of grants and development proposals, basic file research and
maintenance, and map reading; prepares simple technical reports; creates and maintains databases,
spreadsheets and presentations; assists planners with research and planning studies; and performs other
duties as required.

II. Duties and Responsibilities: The following statements describe the principal functions and
responsibilities of this position, but should not be considered an all-inclusive listing of work requirements.
Items marked with an asterisk (*) are considered essentials duties and/or tasks that must be fulfilled to
achieve a “Satisfactory” rating during annual performance evaluations. Reasonable accommodations may
be made to enable individuals with disabilities to perform these functions.
1. Provides technical assistance, information and support to Division staff members in the administration
of grants and development, advancement and implementation of economic/community development
projects.*
2. Performs routine office tasks including data entry, file management, copying, answering the telephone,
and responding to inquiries.*
3. Develops and maintains automated grant and project tracking systems, hard copy files, and supporting
project records.*
4. Researches and assists in the collection and maintenance of a wide variety of statistical data and maps
on topics such as census information, income, land use, tax base data, and occupancy rates.*
5. Assists in the planning and coordination of public meetings, and the preparation and publication of
required public notices.
6. Assists planning staff in resolving issues and concerns of citizens, developers and public officials.
7. Participates in the development and administration of the Division’s annual budget.
8. Prepares narrative staff reports and recommendations of limited complexity.*
9. Periodically attends public meetings, assisting other planning staff as appropriate.
10. Assesses and recommends changes in office practices or procedures to improve efficiency and
effectiveness.
Supervisory & Employee
Certification:

I certify that this is an accurate statement of the major duties and responsibilities of this position and its
organizational relationships, and that the position is necessary to carry out functions for which I am
responsible. The incumbent of this position and I also certify that we have reviewed and discussed this
job description and that the incumbent understand his/her duties and responsibilities.

Supervisor Signature
Annual Position Review
Employee:
Supervisor:
Human Resources:

Date

Initials

Date

Date
Initials

Date

Employee Signature
Initials

Date

Initials

Date
Date

Initials

11. Maintains and submits required timesheets, reimbursements requests, etc., in accordance with
established Agency policies and procedures.
12. Performs other duties as may be assigned from time to time.
III. EDUCATION, EXPERIENCE AND REQUIREMENTS:
At a minimum, completion of an associate's degree in a related field of study and at least one year of
experience providing technical or administrative support in an environmental, planning, mapping,
architectural, civil engineering, or related agency or organization; or, an equivalent combination of training,
education, and experience that would provide the required knowledge and abilities.
IV. KNOWLEDGE, SKILLS AND ABILITIES:


















Knowledge of principles and practices of research and data collection.
Knowledge of effective writing techniques.
Working knowledge of regional planning concepts.
Statistical, algebraic or geometric knowledge and ability to apply such knowledge in practical situations.
Knowledge of computer hardware and software programs, which includes include Microsoft Office.
Ability to understand and implement oral and written instructions quickly and accurately.
Ability to deal effectively, professionally and ethically with the public and government officials.
Ability to work well as a team member.
Ability to organize and prioritize multiple tasks.
Ability to work somewhat autonomously and with minimum supervision.
Ability to keep and maintain accurate records and documentation.
Ability to present ideas effectively, in both oral and written form.
Proficiency in basic math skills and English grammar
Proven skills in the use of Microsoft Office products (Word, Excel and PowerPoint), Microsoft Windows
and Internet based software applications.
Written and verbal communications skills.
Problem solving and time management skills.
Proven planning, organizational and time management skills.

V. SPECIAL REQUIREMENTS:


Must be legally eligible to work in the United States.



Must pass a pre-employment drug test and any post-employment drugs tests directed by the Agency.






No felony convictions, as evidenced by an Indiana State Police Limited Criminal Background Check.
Must possess and be able to maintain a valid state driver’s license
Must have reliable personal transportation.
Must maintain the minimum liability coverage required under Indiana law on any vehicle used to carry
out the duties and responsibilities outlined in this job description; proof of coverage must be provided to
employer.

VI. PHYSCIAL DEMANDS & WORK ENVIRONMENT:
Incumbent performs a majority of duties in an office environment involving sitting and/or operating a
computer for long periods, sitting and walking at will, close and far vision, depth perception, hearing
communication, handling/grasping/fingering objects, and occasionally lifting/carrying objects weighing less
than 25 pounds. Incumbent occasionally drives to and from various locations to perform worked related
tasks and to meetings using personal vehicle (employer reimburses incumbent at the agency’s establish
mileage rate). Incumbent may be required to occasionally work extended and/or evening hours, to travel
out of town for training/conferences, sometimes overnight.

