POSITION DESCRIPTION

Arrowhead Regional Development Commission

Job Title:		ARDC Planning & Development Director
Division:		ARDC Planning & Development
Reports To:		ARDC Executive Director
Classification:	Division Director
FLSA Status:		Exempt

Job Summary: This position serves as the Director of the ARDC Planning & Development Division. 

The ARDC Planning & Development Director is responsible for leading and coordinating the work of ARDC Division Staff, which is comprised of technical and professional planning and economic development staff. In addition to managing and leading staff, the ARDC Planning & Development Director has over-arching responsibility for the work of the division, including design, planning, and execution projects, developing staff work program, securing funding for programs and projects, developing contracts and grant agreements, overseeing the division budgets and ensuring compliance. This role also serves as the primary agency liaison in ARDC’s planning and economic development work with public officials, agency representatives, community leaders, tribal entities, and other interest groups. 

This position serves as the lead liaison to both external and internal stakeholders on behalf of the Planning & Development Division. External stakeholders include, but are not limited to elected officials, agency representatives, community leaders, non-profit boards, councils, and committees. Internal stakeholders include the Executive Director, other Division Directors, and the ARDC governing board and commission. 

The ARDC’s mission is to serve the people of the Arrowhead Region by providing local units of government and citizens groups a means to work cooperatively in identifying needs, solving problems, and fostering local leadership. ARDC is committed to building an inclusive culture that encourages and supports the diverse voices of our employees and the communities we serve. EEO/AA/M/F/Vet/Disability/LGBTIQ/Age- friendly Employer.

Primary Duties and Responsibilities:

Lead the ARDC Planning Division 
· Lead the division in new and emerging regional needs such as sustainable energy planning, economic resiliency, workforce, healthcare, transportation and economic development planning.
· Evaluate planning related legislation and funding and applicability to regional planning projects. 
· Promote and evaluate proposals to local government for organization’s planning/consulting services. 
· Identify and initiate project development or marketing efforts based on changing regional needs for the division. 
· Lead projects to completion including carrying out all work program steps and monitoring the project budget.
· Write reports, working papers or sections of reports as required in work plan and coordinate written information from other staff.
· Present information and study findings to ARDC committees, subcommittees and/or board and commission for review.
· Prepare the ARDC Planning & Development division’s workplans and operations budget in conjunction with the Finance Director/Executive Director.
· Participate in the development of organization-wide or department-wide goals, objectives, policies and procedures. 	
· Provide lead staff support to ARDC Advisory Committees, Subcommittees and special groups as requested.
· Prepare information on projects and issues for annual reports, newsletters, news releases.
· Support the Executive Director in creating and maintaining a reciprocal and shared knowledge culture at ARDC that strives for transparency across all employees.
· Works closely with the Executive Director and management team to implement strategies for organizational transformation. 
· Ensure the Division meets all Statutory requirements. 
· Serve as the lead staff for ARDC Planning & Development-related non-profit boards and committees.

Manage and Provide oversight to ARDC Planning Staff. 
· Supervise staff in all aspects of economic development, urban and regional planning processes.
· Oversee the Division’s work to provide local planning and economic development assistance to communities. 
· Build and maintain informed teams that are empowered to lead in their respective roles. 
· Oversee division personnel including hiring and termination, orientation, performance evaluation, reclassification, supervision, coaching, retention, motivation and appropriate delegation of workload responsibilities. 
· Lead staff in training sessions where appropriate.
· Collaborate with GIS staff to collect and develop all GIS and other digital data to be used during the planning process.
· Provide leadership, guidance and mentoring to division or agency planners and economic development professionals through example and sharing knowledge and skill.

Grant Management. 
· Write proposals for and secure funds for projects for the planning & development division.
· Lead and conduct planning and development work and meet contract/grant objectives to meet community needs.
· Responsible for all phases of grants management and the grant-making process appropriate to program in coordination with administration and financial staff.
· Verify compliance with pertinent program requirements in the execution of grant-funded activities.

Outreach and Communication. 		
· Serve as the primary Planning & Development Division liaison with Public Officials, agency representatives, and community leaders.
· Provide technical assistance to local units of government and the private sector in areas such as planning, economic development, grant writing, meeting facilitation, application preparation, etc.
· Support the Executive Director in communication with key legislators, local officials and local, regional, state and federal contacts to familiarize them with ongoing work and products.  
· Monitor regional needs and legislative issues as they relate to divisional programs, objectives, and goals.  
· Develop working rapport and basis with external stakeholders for information exchange and project/program development. 

Professional Proficiency and Other Duties.   
· Pursue professional development and training as needed to stay current in technical skills necessary to lead staff and achieve division goals and objectives.
· Other duties as assigned. 

Education Requirements: Master’s degree and six years of job-related experience; or Bachelor’s degree from four-year college or university with eight years of job-related experience; or Two-year degree with ten years related experience; or a high school graduate and twelve years of related experience. Certified Economic Developer (CEcD), AICP and/or LEED AP, or similar certification preferred. 

Knowledge, Skills, and Abilities Required: 

1. Considerable knowledge of economic development and urban & regional planning principles, and modern planning/zoning practices. 
2. Knowledge of the theory, principles and techniques of economic development and planning professions. 
3. Considerable knowledge of federal, state and local laws, ordinances, and codes pertaining to a wide variety of planning topics. 
4. Demonstrated ability to supervise staff in all aspects of economic development and urban and regional planning processes to support communities with business retention and expansion, development efforts, current and long-range planning efforts, zoning and subdivision code revisions, comprehensive planning, small area plan development, or plan review.
5. Considerable experience in public presentation and communication skills – ability to facilitate meetings/group discussions, handle conflict situations, and assist in synthesizing solutions when several different viewpoints are to be accommodated.
6. Ability to understand and manage high profile sensitive or controversial political situations. 
7. Ability to write speeches and articles using original or innovative techniques or style. 
8. Ability to make effective and persuasive speeches and presentations on controversial or complex topics to top management, public groups, and/or board of directors.
9. Ability to respond to sensitive inquiries or complaints.  
10. Strong problem solving and negotiation skills. 
11. Basic working knowledge and familiarity with GIS programs and applications.
12. Ability to read, analyze, and interpret complex documents.  
13. Demonstrated ability to manage a budget and expenses, and ability to forecast for future staffing needs and contract changes. 
14. Ability to work with mathematical concepts such as probability and statistical inference.
15. Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations, including abstract and concrete variables.
16. Excellent writing skills, including the ability to write proposals and grant applications.
17. Proficient computer skills including electronic mail, record keeping, routine database activity, word processing, spreadsheet, graphics, and programs such as Excel, Word, Outlook, etc.
18. Ability to define problems, collect data, establish facts, draw valid conclusions, and recognize opportunities.  
19. Ability to apply principles of logical or scientific thinking to a wide range of intellectual and practical problems.  
20. Ability to interpret an extensive variety of technical instructions in mathematical or diagram form.
21. Ability to work independently in a collaborative work setting and maintain effective interpersonal relationships by conducting business in a professional manner.
22. Highly organized and detail oriented with ability to establish priorities, identify and solve problems, handle multiple tasks simultaneously, and delegate responsibility
23. Maintain standards for quality per ARDC’s mission.
24. Other duties as assigned or requested by Supervisor.

POSITION REQUIREMENTS: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of abilities and physical demands required, and environmental characteristics encountered.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential job functions. This position is contingent on passing a background check.  

Physical Demands: Must be able to remain in a stationary position 50% of the time. The person in this position needs to frequently move about inside the office to access file cabinets, office machinery, etc. and requires the ability to travel to various work sites throughout the Arrowhead Region of Minnesota including but not limited to paved and unpaved trails, uneven terrain and construction sites. The employee must be able to frequently operate a computer and other office productivity machinery, such as a calculator, copy machine, and computer printer. The employee must occasionally lift and/or move up to 25 pounds.

Work Environment: Work is performed in a professional office and offsite.  The noise level in the office work environment is minimal and generally there are no hazardous or unsafe conditions.  Offsite locations include paved and unpaved trails, uneven terrain and construction and work sites. 

Employees could be located in any of the seven NE MN Counties (Aitkin, Carlton, Cook, Itasca, Koochiching, Lake, St. Louis), WI (Douglas County) or close proximity to be able to routinely be in the Duluth, MN office). Work from home options may be made available in a hybrid model but employees are required to demonstrate successful performance.

[bookmark: _Hlk175212736]Travel:  Valid driver’s license is required.  Position requires moderate to frequent travel within the region, attendance at evening meetings, and minimal overnight travel. 


The above statements are intended to describe the general nature and level of work being performed by people assigned to this position.  They are not intended to be an exhaustive list of all responsibilities, duties and skills required.
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