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CITY OF NEWAYGO 
NEWAYGO, MICHIGAN 

Economic and Community Development Coordinator 
 

SUPERVISED BY: 
Work is performed under the general supervision of the Newaygo City Manager/TIFA Director 
or his designee. 
 
SUPERVISES: 
TIFA’s plan for promotion of economic development and the initiatives of the Newaygo 
Economic Development Organization (NEDO). 
 
POSITION SUMMARY: 
Under the general direction of the City Manager/TIFA Director along with recommendations 
from NEDO, the ECDC is expected to promote, coordinate, and manage economic development 
programs and projects for the City of Newaygo.  Projects and programs will be consistent with 
the TIFA development plan and tax increment financing plan. 
 
The ECDC will also be responsible to promote The Stream (business incubator and co-working 
space) and work to locate and acquire tenants and other users of the facility for the betterment of 
the community’s economic condition and quality of life. 
 
ESSENTIAL JOB FUNCTION: 
All employees in this position may be called upon to do any or all of the following essential 
functions.  These examples do not include all the duties which the employee may be expected to 
perform.  To perform this job successfully, an individual must be able to perform each essential 
function satisfactorily. 
 

1. Promote positive community relations. 
 

2. Assist in the development and implementation of short and long-range goals to 
support the increase of property values and promote growth. 

 
3. Assist in the development and implementation of various projects and negotiate on 

behalf of the City when appropriate and authorized. 
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4. Develops and administers a comprehensive economic development strategy for the 
City in keeping with the MEDC Redevelopment Ready City program. 

 
5. Develops and administers a comprehensive marketing/branding strategy for the City 

in keeping with the MEDC Redevelopment Ready City program.. 
 

6. Develops and administers a comprehensive public participation strategy for the City 
in keeping with the MEDC Redevelopment Ready City program.  

 
7. Identify and pursue potential businesses to locate in the City of Newaygo that support 

the overall goals of the community. 
 

8. Knowledge on how to direct businesses to development resources and assist in 
resolving problems encountered by established or potential businesses. 

 
9. Identify the interests and priorities of businesses located in the City through periodic 

retention visits. 
 

10. Review and evaluate economic development proposals for feasibility and funding 
consideration. 

 
11. Establish and maintain a database of vacant commercial property and other potential 

sites for redevelopment.  Aid in the design and marketing of redevelopment sites. 
 

12. Research sources of possible federal, state, and private funding that support local 
goals and objectives and apply for them when appropriate. 

 
13. Complete and submit grant applications and supporting documents.  Complete 

required tracking and follow-up reports related to grants.  Assist City staff in 
managing grant funds and coordinate with City staff for proper archival of 
paperwork. 

 
14. Develop and maintain supportive relationships, and work collaboratively with other 

local, regional and state economic development organizations, existing Chamber(s) of 
Commerce, city businesses and real estate networks as appropriate. 

 
15. Participate in local and regional committees and boards addressing business issues 

and concerns appropriate to the City of Newaygo’s goals and objectives. 
 

16. Prepare reports, drafts policies/procedures and make presentations as needed. 
 

17. Other duties as assigned.   
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REQUIRED KNOWLEDGE, SKILLS, ABILITIES & MINIMUM QUALIFICATIONS: 
The requirements listed below are representative of the knowledge, skills and minimum 
qualifications necessary to perform the essential functions of the position.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the job. 
 

1. Ability to attract, develop, and implement business strategies in Newaygo County. 
 

2. A proven history of raising funds for local governmental units and/or nonprofits through 
grant making. 

 
3. A proven background of conceiving, developing, and implementing public outreach, 

marketing, and sales programs. 
 

4. A track record of successful negotiations with vendors, governmental entities, 
engineering firms, and private industry. 

 
5. Ability to develop relationships with Newaygo County governmental, philanthropic, 

Chambers of Commerce, and non-profit organizations. 
 

6. A history of successfully completing public projects with County governmental, 
philanthropic, and non-profit organizations. 

7. The ability to work and communicate effectively with City Manager, employees and 
residents of the City as well as surrounding communities. 

8. Ability to establish a positive network of city business owners, County-level business 
leaders, government and elected officials, Board members, and other persons of influence 
that assist in achieving the goals of the city of Newaygo. 

9. A schedule that is flexible, allowing the ECDC the ability to network in evening and 
weekend social settings as needed. 

 

PHYSICAL DEMANDS AND WORK ENVIRONMENT: 
The physical demands and work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of the job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to talk or hear.  The 
employee frequently is required to stand, walk, use hands to finger, handle, or feel and reach with 
hands and arms.  The employee is occasionally required to stoop, kneel, crouch or crawl and taste 
or smell.  The employee must occasionally lift and/or move items of moderate to heavy weight.  
Specific vision abilities required by this job include close vision, distance vision, color vision, 
peripheral vision and depth perception. 


