
MARSHALL COUNTY EDC 

JOB DESCRIPTION 
 

 
 
 

POSITION TITLE: President/CEO 

SALARY RANGE: DOE 
 

 
 

IMMEDIATE SUPERVISOR:    Chairperson of the Board 

 
REPORTS TO: MCEDC Board of Directors 

 

 
The Board of Directors of the Corporation shall direct the activities  of the President/CEO through 

board policy and program guidelines. 
 

 
SUPERVISION  RESPONSIBILITIES:  Yes 

 
GENERAL SUMMARY  OF RESPONSIBILITIES: 

 
The President is the chief executive  officer of the Marshall  County  EDC and responsible  for 

the general management and coordination of all activities of the Marshall County EDC.  Managing 

and  directing  programs  to  promote  and  advance  economic  development, is  the principle  

promoter  for  industrial  growth,  new wealth  and  net new job growth,  for  Marshall County and 

its communities. 

 

The President will create and implement an effective marketing program; business retention 

program,   workforce   development   program   and   entrepreneurship  program.     Professional 

leadership  in  the  promotion  of  positive  political  relationships,   public  relations  with  public 

members  and media  representatives;  accountability  of day-to-day  operations;  budget creation 

and management;  and development  and implementation of a strategic plan of action for short 

and long term success of the corporation. 

 

 
DUTIES AND RESPONSIBILITIES: 

 
1.    Advise  and  assist  in the development  of policies,  goals  and objectives  for the Marshall 

County EDC in conjunction  with the Board of Directors. 

 
2.   Responsible  for the daily  administration  and operation  of the Corporation  as it involves 

programs, planning, budget, communications and general operations. 
 

3.    Oversees  the development  of a targeted marketing  program  that will define  our industry 

"niche" or "hit-list" and the method to accomplish  this goal. 

 
4.  Responsible  for all personnel  functions  including:    Recruiting,  hiring, firing,  delegating 

responsibility   for  staff  support  for  day-to-day  office  duties,  scheduling  and  conducting 

regular staff meetings, and conducting annual performance  reviews. 



5.  Responsible for financial management of Marshall County EDC including:  preparation of 

the annual budget, expenditure  control, and directing the preparation of monthly financial 

statements for the Board. 
 

 
 

6.  Review budget and financial statements to determine progress and status in attaining objectives, 

and revise objectives and plans in accordance with current  conditions. 
 

 
 

7.  Prepare annual work plan, proposed budget for Board review and adoption. 

 
8.  Develop and oversee the implementation  of a targeted marketing program with an emphasis 

on  developing  leads,  travel  to  industry  prospects,  provide  assistance  to  existing  local 

industry  for  possible  expansion   and  the  evaluation  of  program  metrics  for  program 

adjustment. 

 
9.  Prepare proposals/packages for prospects and perform "deal maker" techniques to close the 

sale. 

 
10.  Maintain  a good working  relationship  with community  leaders in the public, private  and 

non-profit  arenas and agencies in Marshall County and the region. 
 

 
 

11.  Plan, develop and implement public relation strategies designed to maintain a high quality 

image for the Corporation to include interaction with partnering agencies: industrial brokers, 

utilities, railroad representatives, engineering and consulting firms, Indiana Economic 

Development  Corporation,  Office of Rural Assistance,  institutions  of higher learning and 

state, national, and other industrial development personnel and organizations. 

 
12.  Develop  advertising,  publicity,  and public  relations programs,  including  a positive  long 

term rapport with news media. 

 
13.  Primary  spokesperson  between  the Corporation  and the various  federal,  state,  and  local 

agencies in matters relating to the programs of interest and concern to the Corporation. 
 

 

14.  Maintain  a continuing  program  of  assistance  to  existing  business,  to  include  technical 

advice, assistance in locating financing, identification and negotiation of incentives for 

expansion,  or other types of assistance as needed. 
 

 

15.  Establish  and  update a community  inventory  to include,  but not be limited  to, available 

existing  development  sites, labor  market  trends and capabilities,  transportation  linkages, 

long   and   short   term  financing,   utility   rates   and   economic   development  discounts, 

educational   opportunities,   and  other  community   information   that   is  required   in  the 

development of proposals. 
 

 

16.  Develop  and  directs staff to maintain contact  management  platform  to track and maintain  

contact  with industries  and  businesses  which  may  have  interest  in  relocating  or  opening  

a  branch operation  in the Marshall County. 



 

17.  Provide and  arrange  when  necessary  all  information  on  the  area  and  provide  all 

reasonable and customary assistance to decision makers or site selection consultants seeking a 

Marshall County site for their business operations. 
 

 

18.  Respond p r o m p t l y   to  prospects  and  maintain  continued  contact  with  through  letters, 

email, telephone, and /or personal contacts as appropriate, which may also include contact 

after a decision to locate other than Marshall County. 
 

 

19.  Represent the Corporation before civic and political organizations and maintain a continuing 

liaison with such groups. 
 

 

20.   Develop and maintain tools and staff skills to carry out a work program which may include, 

but  not  be  limited  to,  an  industrial   demographic  study  of  the  County,   power  point 

presentations,   MCEDC  website,  and  special  target  publications   of  specific  sites  and 

buildings, as well partner with agencies in the development of specific studies when 

appropriate. 
 

 

21.   Maintain familiarity with existing and proposed legislation affecting economic development 

efforts in Marshall County. 
 

 

22.   Maintain  familiarity  on  available   grants,   and  maintain   the  ability   to  prepare   grant 

applications, assist employers in the submission of grant proposals. 
 

 

23.   Perform other related duties required to meet policy and program goals of the Corporation. 
 
 

24.   Coordinate  and  conduct  orientation   sessions  for  new  Board  members  and  committee 

volunteers. 

 

25.    Prepare   the  Executive   Committee   Vice-Chairperson   for  transition   into   the  role  of 

Chairperson. 

Minimum Qualifications: 

The successful candidate is required to have excellent written and verbal communication skills, 

a self-motivator with strong professional, interpersonal and organizational  skills; experience 

working with local, state, and federal government  officials and programs; a Bachelor's degree 

in  economics,  business  administration,  political  science,  or  other  related  field,  practical 

experience with overall basic knowledge of business needs, best practices and finally ability to 

negotiate and "close deals". A minimum of three to five years of economic development 

experience,  a master's  degree  in public  administration,  public  policy,  planning  or a related 

field, or equivalent experience leading a successful organization and professional 

economic developer certification  (s) preferred. 
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