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Department: Economic Development

Supervisor: City Administrator and EDA Board

FLSA Status: Exempt Union Status:

Grade: 18

Prepared/Revision Date: September 2025

Prepared by: DDA Human Resources

Job Summary:

Under general supervision and direction of the City Administrator and the Economic Development
Authority, this position is responsible for promoting, facilitating and coordinating commercial,
industrial and housing development activities within the City of Pipestone. In addition, this position
will manage all planning and zoning activities. Associated duties include coordination and staff
support for the City’s Economic Development Authority.

Scope of Responsibility:

Responsible for the operations of the Community Development Department and for providing
professional support for the Economic Development Authority for the City of Pipestone. This position
will also manage planning and zoning for the City.

Essential Duties and Responsibilities:

1. Community Development Activities
1.1. Provides information and assistance to existing and new businesses and industries in

locating, relocating, or expanding in the Pipestone area. Initiates and assists with activities

designed to promote and attract new business to the community.
Develops sources of prospective businesses and industries to relocate to Pipestone.
Researches and analyzes business sites; assists developers in obtaining grants and
financing for projects; and provides technical assistance during the project.

. Acts as a liaison with commercial/industrial/business developers, business owners,
Minnesota Department of Employment and Economic Development, State Legislators, and
any others as may be practical and necessary in areas related to economic development.

1.5. Evaluates potential projects to determine feasibility and community impact and makes
recommendations to the City Administrator and Economic Development Authority.

1.6. Researches, applies for, and administers any appropriate grant or loan program(s) related
to housing, industrial and commercial developments, redevelopments, rehabilitations, and
coordinates efforts with other City staff.

1.7. Provides business information services such as research and customer services, and
refers to other governmental services as appropriate.

1.8. Develops, coordinates and promotes economic development marketing efforts within the
community.

1.9. Coordinates activities with other City departments.
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2. Operational Management

2.1
2.2.
2.3.

2.4,

2.5,

2.6.

Develops, updates and implements community plans and strategies for promoting
economic development activities within the community.

Primary staff contact for business or development inquiries, maintains inquiry log and
provides follow-up assistance as required.

Provides clerical and administrative support and assistance to the Pipestone Economic
Development Authority (EDA) including monitoring projects and accounts and marketing
properties.

Represents the Economic Development Authority at public meetings, hearings and
conferences. Attends meetings of various committees and organizations as requested,
including but not limited to: City Council, Chamber of Commerce, and City Planning
Commission. Attends other meetings as required.

Develops and conducts surveys, compiles results, prepares reports with recommendations
on a variety of development programs and projects. Prepares requested and required
reports, including but not limited to area employment levels, tax base, job creation, etc.
Oversees the development of the annual departmental budget; directs the keeping of
required records and develops administrative reports as required.

3. Planning and Zoning

3.1.

3.2.
3.3.
3.4.
3.5.
3.6.
3.7.

3.8.

Manages the contract and services that assists with building and zoning permit
applications ensuring accuracy, completeness, and compliance with codes and
requirements.
Analyzes variances, conditional use and zoning requests and prepares reports with
recommendations.

Researches, analyzes and prepares reports detailing formal findings of fact and supporting
documentation.

Enforces city nuisance ordinances, including documentation of potential violations.
Administers zoning and subdivision provisions of City Code.

Issues verbal and written orders for correction of faulty, improper, and illegal construction.
Administers the City Property Maintenance Ordinance: responds to complaints, inspects for
violations, issues tags and warnings, and recommends abatement and demolitions.
Serves as a liaison to the Heritage Preservation Commission.

4. Other Duties as Assigned or Apparent

4.1.

4.2.

Attends training, seminars and educational opportunities to maintain knowledge and
understanding of current trends in economic and community development.

Researches and acquires grant funding to promote growth and development within the City
of Pipestone.

Minimum Qualifications:

This position requires a Bachelor’s Degree in Urban Studies, Public Administration, Business
Administration, Finance or related field and a minimum of five years’ of progressive experience in
the public or private sector in community development, economic development, business, or a
related area; or equivalent combination of education and experience.

Key job characteristics include: Thorough working knowledge of marketing strategies for industrial
and commercial recruitment; thorough working knowledge of public and private financing
techniques, incentives and programs for economic development deal structuring and the ability to
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apply creativity to each situation including tax increment financing, tax abatement, community
development block grants, etc.; knowledge of business location and expansion considerations and
ability to address those concerns with sensitivity; ability to communicate effectively, in English, both
verbally and in writing, to other staff members, advisory commissions, Working knowledge of state
and city laws, codes, rules and regulations including building, zoining, planning and nurisance codes
and ordinances, City Council members, and outside groups to enhance their understanding of
economic development issues; ability to maintain informational and database files; ability to prepare
grant applications to public and private sources; ability to review and analyze financial statements of
businesses; outstanding interpersonal skills and ability to establish and maintain effective working
relationships; ability to work with diverse groups of people, communicating mutual goals and policies
into coordinated action; ability to present a positive image of the City to prospective business clients
and the community in general; ability to skillfully operate computer and related word processing,
spreadsheet, network and internet applications; and

ability to work flexible work schedule.

Preferred Qualifications:

Core Competencies and Abilities:

Quality of Work
e Maintains a high level of accuracy and attention to detail.
¢ Demonstrates the ability to use resources productively, effectively and efficiently.
e Demonstrates the ability to think proactively, anticipates potential problems, and provides
workable solutions and alternatives with a ‘can do’ approach.
¢ Develops and maintains good working knowledge of job responsibilities and prescribed
procedures which facilitates the efficient performance of duties.

e Takes initiative to utilize job knowledge to analyze situations, resolve problems, and reach
decisions.

Quantity of Work

e Exhibits good organizational and time management skills; plans and schedules completion of
work accountabilities in order of priority, making the most effective use of time.

¢ Self-motivated and works independently; demonstrates willingness to assume new and
challenging assignments.

¢ Demonstrates ability to work well under pressure, utilizing resources effectively.

Professional Conduct/Integrity

¢ Demonstrates knowledge and actions consistent with the City’s values and the City’s code of
ethics and conduct.

¢ Demonstrates high moral principles and professional standards with others through
truthfulness and sincerity; makes ethical decisions.

e Shows respect for others’ ideas, perspectives, and styles.
¢ Demonstrates appropriate business etiquette and social skills.

Customer Service
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¢ Provides information, options and/or solutions to inquiries, concerns and/or requests from the
diverse public in a respectful manner.

e Maintains the City's reputation of providing a high-level of customer satisfaction.

Communication

¢ Demonstrates the ability to develop and maintain working relationships to produce results and
a work environment that builds rapport and trust.

e Communicates professionally and effectively with internal and external customers through
spoken and written correspondence, including emails.

e Maintains confidentiality.
e Listens well; respects viewpoints different than own.
e Contributes knowledge, experience, and feedback appropriately to others.

Safety

e Maintains a safe work environment by complying with City safety policies and procedures, and
attends necessary trainings.

e Performs duties with consideration to minimize risk. Reports safety concerns to appropriate
parties.
Accountability and Dependability
e Adheres to all City policies and procedures.
e Competently performs all required job duties.

¢ Maintains an acceptable record of work attendance, and punctuality in accordance with City
and Department requirements.

Certificates, Licenses, Reqgistrations:
Valid Driver’s License.

Physical Demands & Working Conditions:

Most work is performed in a normal office environment. The employee is required to stand; walk;
use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; climb or
balance; and stoop, kneel, or crouch. Must conduct physical inspections that may include climbing,
stooping and lifting up to 25 pounds. Specific vision abilities required by this position include close,
distance, color, peripheral and depth vision. Must work flexible hours including evenings and
weekends.

Some requirements in this job description may exclude individuals who pose a direct threat or significant risk to
the health and safety of themselves or other employees. All requirements are subject to modification to
reasonably accommodate individuals with disabilities.

Requirements are representative of minimum levels of knowledge, skills, and experience required. To perform
this job successfully, the worker must possess the abilities and aptitudes to perform each duty proficiently.

This document does not create an employment contract, implied or otherwise, other than an "at will” employment
relationship. The City Council and the City Administrator retain the discretion to add duties or change the duties
of this position at any time.



G598% SOV8$ 6,288 96°08% 8L6.% vvl/$ vIGL$ L0v.S vvTl$ G808 62698 9LL9% LT°99% 18'¥9$ 9¢
68°08% LL'6/$ /€18 19G/$ 00V.$ L€T.$ 8L0.$ TT69$ 0L/98 12998 GLV9$ €€'¢9$ ¥6'19% 15°09% GC
09G/$ +6€.$ L€T.$ 2L0.$ 91698 9.9 GL'99$ 0Lv9$ L2€9$ 88'19% <TS09% 61693 88/9% 19°96$ ve
G90/$ 01698 85/9% 6099% v9V9$ 1Lz€o$ T819$ 9¥09$ €1'65% €8/6% 99'95% 1€G9S 0L'¥5$ 16°25% 174
€0'99¢ 8S¥9$ 9L€9$ L2198 1¥09$ 80656 8L.9% 15958 9TGS$ SOVS$ 98CS$  0L1GS 95°06% G 6v$ 44
12719$ G£'09% €06S$ €2/6% 9¥99$ LzGs$ 00vS$ 187TS$ G9'LS$ 1G0S$ Over$s  Le8vs STAVA S L2 ov$ 74
vL'/6$ 88'GS$ G9PS$ Spess Lzes$ cCL'LS$ 000S$ 068 C8LVS LL9v$  vLGYS  €LYPS GLEVS 6L2¥$ 0c

ZrvSs$ TTeS$ S0TSS L6'0S$ 8L6vS 698 COLVS LS9¥$ GSSPS VS YYE 9G'eErS  09Ch$ L9'LYS SL0v$
€8'16$ 690S$ LS6v$ evevrs Lvivs Le9v$ SEGv$ GeEvPS 8Eer$ chTvs 6V IyS 85 0v$ 89'6e$  18'8EY
oc6r$ LT8YS LT IYS LL9P$ 9L'G¥S 9LvvS 6L'EYS vZer$  LELpS OvOr$ LG 6ES P9'8ES  gBLiLES  9679E$
LOv$  16'GVS 96vvS  L6'€bS  LOErs 90Cr$ €LLv$ €T ov$ vE6ES 8h8E$ €9/€$  08'9¢$ 66°GE$ 0z'ses
LLyv$ 6LEPS T8TYS 88'L¥S 96°0v$ 900v$ 8L'6E$ LEBES LpLe$ G99e$ ¥8GES S0'GES 8zves gsees
yoZv$ 0L1v$ 8L0v$ 686e$ L06E$ GL'8E$ LELE$ 6V 9ES 69GES 06¥ES €LPES BEEES Go'zes €6'LES
lo0v$ LL6€$ +8'8€$ 66'/€$ GL'LE$ €£9e$ €G°Ge$ GLveES 66'€es veees 1Gces 6L1€$ 60°LES Lr'ocs
L98e$ ¢8.€$ 669c$ 8L'9c$ 8£Ge$ 09ve$ P8EEs OL'ees LETe$ 99'les 96°0e$ 8T 0€$ 19623 96°82$
€8'9e$ T09e$ €Tees Shves 0L¢€es GeTes ccTes csled €80es SL0es 6v¥6C8  #8'8C% 0c'8c$ 1 RAY
80'Ge$ leves GGees 18zes 60CE$S 6ELES 0L0e$ cooes o9cecs 12828 808T¢ 9¥ LS 98'9¢$ L2°92$
ly'ee$  192€$ G6'LES GTLES 950€$ 686¢% €T6C$ 65828 96°/C$ GELCE ¥L9T$  91'9T$ 8G°GC$ [AVR*TA
zeLes vs0es 986c$ Lge6cs 9958C¢ v6L2$ LTS TL9¢s €1L'928 99'GCE  66'VCs v vcs L6°€CS 8e'€zs
v.6c¢ 80628 vvecs ¢8les o0zLcd 19928 209C$ G¥'ST$ 68ves veved 08€ls 8TETS L,722$ VXA AL
6L°/2% 8lL'/c$ 8592$ 009z cvees 98've$ ceves 8L¢e€c$ 9zeds SLTC$ GTTTs 9L'les AN 187029
ZT9c$ v9'ses 80Ges cSves 66€Ts overs veCes vhees w6l ovles 66028 €50¢$ L0°02$ €9°61$
€L ves 6Lves 99¢es viers €9ces elces v9Led ZLues 0L0c$ Sscocs 086l$ 9€6L$ ¥6'81$ 2G'8LS
€eezs ¢8ces cecees €81es Geles 8802 cvocs 166l €56L8 OL6LS 898l LT8LS 18°/1$ A AR
16'Lc$ ¢€v'1c$ 96°02$ 6¥ 02 v00CS 096L$ LL'6LE GL8LE ¥EBLES €6LLS PSS LIS SLLLS 8.91% LWoL$
/G0z$ 2L0cs 896L$ vC6L$ 2Z88LY Lv8l$ 008L$ L9/ZLS 2TLLS ¥89LS Z¥r9l$ LL9l$ GLGL$ WGl
Vi €l ¢l bl ol 6 8 £ 9 g 14 € [A I opeio

~NOTwLoOoroe2TJdRI22ER2

%GCC  %SCTC  %SCTCT  %STC  %STT  %SCTCT  %STT  %STC  %SCC  %SCTC  %SCC  %SCT %S¢

$202 4910 V109 %0L'T sobep GZ0z 10} pajeiqiied uejd Aed
auojsadid jo A1



