
ECONOMIC DEVELOPMENT DIRECTOR 
POSITION DESCRIPTION 

 
REPORTS TO:   Managing Director, Detroit Shoreway Neighborhood 
 
SUMMARY OF POSITION DESCRIPTION 
 
The Economic Development Director will be responsible for the overall economic development, coordination 
and implementation of commercial/retail district revitalization for Detroit Shoreway. These responsibilities 
include recruiting and providing technical assistance to businesses, coordinating public improvements and 
governmental approvals in the commercial district, and support for marketing and special events. 
 
PRINCIPAL RESPONSIBILITIES 
Duties include, but are not limited to, the following: 

1. Recruit new retail businesses.   
2. Provide technical assistance for businesses to obtain financing and other resources.  
3. Negotiate leases for DSCDO owned properties and manage landlord improvements. 
4. Meet production goals for City CDBG and provide monthly reports, and manage the City of Cleveland 

Storefront Renovation Program and other City business support programs. 
5. Staff design review committee for Detroit Shoreway local landmark districts applications, Community 

Entertainment District applications, and coordinate other governmental approvals such as the Board of 
Zoning Appeals and the City Planning Commission. 

6. Coordinate parking program for the Gordon Square Arts District including exploring options for valet 
parking, paid parking, employee parking, and potential development of additional parking. 

7. Serve as project manager for capital improvements for the Capitol Theatre 
8. Monitor operations for the Capitol Theatre and work with marketing coordinator to promote and market 

the Capitol Theatre 
9. Manage the Hire Local employment program and work with workforce development organizations. 
10. Support marketing coordinator in coordinating business involvement for special events. 
11. Maintain a database of retail/commercial properties for Detroit Shoreway neighborhood and identify and 

research opportunities for redevelopment. 
12. Maintain strong relationships with businesses and commercial property owners. 
13. Work with partners and stakeholders on the redevelopment of Lorain Avenue and Madison Avenue.  
14. Coordinate and provide staff support for the Detroit Avenue Merchants Association, Lorain Avenue 

Merchants Association, and other business associations. 
15. Represent DSCDO on the board of the Gordon Square Special Improvement District, the CNP 

Economic Development Committee, and other trade organizations. 
16. Coordinate and provide staff support for the Economic Development Committee of the DSCDO board 
17. All other duties as assigned. 
 

REQUIRED QUALIFICATIONS 

1. Bachelor’s degree in small business development and finance, architecture and design, urban studies, 
marketing, or related field preferred. 

2. Strong ability to work with diverse groups of stakeholders, including neighborhood residents, 
representatives of community-based organizations, community leaders and public officials. 

3. Demonstrated capacity to render independent judgment, negotiate terms and conditions for services 
and materials. 

4. Proficiency in Microsoft Office products, desktop publishing, web-based programs. Must be proficient in 
spreadsheet analysis (Microsoft Excel) and proficient in word processing (Microsoft Word).  Knowledge 
of Microsoft Access is a plus.   

5. Highly organized with attention to detail; self-motivated, demonstrated capacity to manage multiple 
projects and meet deadlines, , innovative and committed to neighborhood revitalization 

6. Candidates must possess excellent oral and written communication skills and have the ability to deal 
with public and private officials and negotiate complex transactions.   

 
PREFERRED QUALIFICATIONS 



 
1. Familiarity with business development, financing, and marketing 
2. Experience in economic development in a non-profit, government, banking or development community 
3. Strong background in various aspects of nonprofit management, including marketing, volunteer 

management, finance/budgeting, grant writing, and planning. 
4. Law degree or experience with commercial leasing 
5. Supervisory experience 

 
 
PHYSICAL DEMANDS   
Ability to operate a computer and keyboard.  Ability to operate a motor vehicle or equipment.  May require 
reaching, standing, walking, fingering, grasping and feeling, and the ability to lift or move objects up to 40 
pounds.  May require vocal communication for expressing or exchanging ideas, hearing to perceive information 
at normal spoken word levels, visual acuity for color perception, preparing and analyzing written or computer 
data, determining the accuracy and thoroughness of work, and observing general surroundings and activities. 
 
WORKING CONDITIONS   
Availability for extended hours during peak periods and attendance at evening and weekend meetings.  
Exposure to inside and outside environmental conditions.  The office is located in a smoke-free facility. Local 
travel and some out-of-town travel is required. 
 
This position description is not intended to be a complete list of all responsibilities, duties or skills required for 
the job and is subject to review and change at any time, with or without notice, in accordance with the needs of 
Detroit Shoreway Community Development Organization.  Since no position description can detail all the 
duties and responsibilities that may be required from time to time in the performance of a job, duties and 
responsibilities that may be inherent in a job, reasonably required for its performance, or required due to the 
changing nature of the job shall also be considered part of the jobholder’s responsibility. 
 
EQUAL OPPORTUNITY 

 
DSCDO is an Equal Opportunity Employer. 
 
COMPENSATION 
 
 Annual salary of $40,000 - $55,000 commensurate with experience/qualifications 
 Paid Time Off accrued at the rate of one day per month during the first year of employment, then 18 days 

beginning the second year of employment 
 Holiday pay including New Year’s Day, Martin Luther King Jr. Day, President’s Day, Memorial Day, the 

Fourth of July, Labor Day, Thanksgiving, the Friday after Thanksgiving, and the days between December 
24 and January 2. 

 Employer contribution to 403(B) retirement program.  Employer will provide a 50% match to the 
Employee’s contribution up to a maximum of 3% of the employee’s annual salary. 

 Competitive health insurance offered with employer contribution. 
 Long term disability benefits 
 
Please e-mail or mail cover letter and resume by May 31, 2019 to: 

 
Detroit Shoreway Community Development Organization 
Attn: Executive Director 
6516 Detroit Avenue, Suite 1 
Cleveland, Ohio 44102 
 
E-MAIL: jobs@dscdo.org  
 
NO PHONE CALLS, PLEASE 

mailto:jobs@dscdo.org

