CITY OF FORT WAYNE

Job Description

CD SPECIALIST IV -  REDEVELOPMENT TIF PROPERTY MANAGEMENT 

	DEPARTMENT
	CD – Redevelopment
	DEPT. CODE
	0123

	HOURS
	8:00 am to 5:00 pm, may vary
	SALARY
	PAT IV

	CLASS CATEGORY
	PAT
	JOB CODE 
	2012

	FLSA STATUS
	Exempt
	WORK COMP
	8810

	EEO CATEGORY
	02
	UNION
	Non-Union

	REPORTS TO
	Deputy Director – Redevelopment
	APPROVED BY
	Director of Community Development

	APPROVAL DATE
	6/23/17
	
	


SUMMARY 

Working under the direction of the Deputy Director - Redevelopment, incumbent facilitates and coordinates Redevelopment project planning, development and implementation activities.  The Redevelopment Specialist position is one that is highly visible and on the front-line working with the general public, private business, financial institutions, and local, state, and federal government representatives.  The incumbent is expected to exercise good judgment, independence, initiative, and professional expertise in conducting day-to-day operations. All work duties and activities must be performed in accordance with the City safety rules and operating regulations, policies and procedures as well as federal, state, and local regulations.
ESSENTIAL DUTIES AND RESPONSIBILITIES include the ability to interact with the public, City incumbents, and outside agencies with patience, tact, respect, and professionalism and the following. Other duties may be assigned.

· Assists in planning, developing and implementing various City and neighborhood projects including but not limited to industrial, commercial, and housing;

· Develops Urban Renewal and Economic Development Plans and takes them through the complete governmental approval process and coordinate/manage implementation of planned projects;

· Serves as staff to the Redevelopment Commission and assists in implementing Commission policies, goals, objectives and work programs;

· Monitors projects and coordinates with other departments, neighborhoods, developers and other appropriate private sector on new projects and projects in progress;

· Coordinates consultant activity and work projects;

· Develops and completes special projects and reports as necessary;

· Monitors Tax Increment Financing districts and performs projects and analysis of TIF revenues, financing and strategic expenditures;

· Attends various weekly and monthly meetings, making presentations when necessary;

· Communicates effectively both orally and in writing;

· Develops PowerPoint presentations, Excel spreadsheets necessary to complete data analysis and proformas, etc.;

· Prepares real estate closing documents and assists closing process, including coordinating and working with the Redevelopment Commission for necessary action and approvals.

MARGINAL FUNTIONS
Performs other duties as required.

PERFORMANCE EXPECTATIONS

The incumbent is responsible to manage their performance in accordance with this job description and the performance expectations provided to them by management.  If at any time the incumbent is unsure of their role or specific responsibilities, it is the incumbent’s responsibility to refer to their job description and ask for clarification from their supervisor.  Management will work with the incumbent, as needed, to ensure performance expectations are clearly communicated and performance goals are achieved.  

SUPERVISORY RESPONSIBILITIES 

This job has no supervisory responsibilities.

QUALIFICATIONS  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

· Bachelor’s degree in Public Administration, Urban Planning or a related field  and three years experience in redevelopment/economic development;

· Closely related work experience at a level commensurate with the position that is above the three years experience, as noted above, may count toward graduate college education;

· Working knowledge of tax increment financing, tax abatement and other financial incentives;

· Broad knowledge of the principles and objectives of urban planning and redevelopment;

· Strong knowledge of real estate regulations governing land acquisition, property management and relocations;

· Ability to monitor financial accounts, coordinate administrative activities and perform contract management;

· Knowledge of government and its processes, especially redevelopment law and grand administration;

· Ability to communicate effectively orally and in writing to produce reports, make presentations and work with a variety of professional;
· Ability to apply a full range of generally accepted principles of redevelopment and economic development to develop projects and plans that fulfill the goals of the Redevelopment Commission;

· Ability to consistently arrive at and make sound decisions.

LANGUAGE SKILLS 

Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches and articles for publication that conform to prescribed style and format.  Ability to effectively present information to top management, public groups, and/or boards of directors.

MATHEMATICAL SKILLS 

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.

REASONING ABILITY 

Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

CERTIFICATES, LICENSES, REGISTRATIONS 

Valid Indiana Driver's License if City vehicle is used.

PHYSICAL DEMANDS  
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this 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 sit; use hands to finger, handle, or feel; reach with hands and arms; and talk or hear.  The employee is occasionally required to stand; walk; climb or balance; and stoop, kneel, crouch, or crawl.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, and ability to adjust focus.

WORK ENVIRONMENT  
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

