
City of San Rafael 
Job Class Specification 

 
Job Title: Director of Community and Economic   
Development 
 
SUMMARY 
The Director of Community and Economic Development is responsible for the planning, 
administration, and operation of the City's community and economic development activities; 
performs responsible and innovative administrative management in support of the City's goals 
and objectives; and is a member of the City's executive management team. 
 
Under general direction of the City Manager, develops, implements, coordinates and directs 
community and economic development activities of the City including current and advance 
planning, development and environmental review, zoning, housing, code enforcement, building 
safety and inspection, plan checking/permit services, transportation planning, and economic 
development; addresses all aspects of community growth, encourages business retention, 
attraction and expansion; provides financial, technical, and administrative assistance in the 
areas of community and economic development; coordinates assigned activities with other City 
departments, officials, outside agencies, and the public; fosters cooperative working 
relationships among City departments and with intergovernmental and regulatory agencies and 
various public and private groups; provides highly responsible and complex professional 
assistance to the City Manager in areas of expertise and other special projects; and performs 
other duties as assigned.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. This list is meant to be 
representative, not exhaustive. Some incumbents may not perform all the duties listed while in 
other cases related duties may also be assigned. 

• Determines and justifies departmental goals and related personnel and financial resources 
needed; ensures accomplishment of departmental goals; and the coordination of department's 
activities with City goals. 

• Administers the department budget; participates in the forecast of revenue, expenses and 
additional funds needed; guides subordinate staff in developing and administering fiscally 
responsible budgets; carries out departmental functions in the most cost effective ways 

• Directs, oversees and participates in the development of the department's work plan; assigns 
work activities, projects and programs; monitors work flow; reviews and evaluates work 
products, methods and procedures. 

• Selects, trains, motivates, and evaluates staff; provides or coordinates staff training; works 
with employee to correct deficiencies; conducts performance evaluations; implements 
performance plans; and implements discipline and termination procedures as needed. 

• Represents the department to other City departments, the community and outside groups and 
agencies; explains and interprets departmental programs, policies, and activities; participates 
in and speaks at professional and public meetings and organizations; provides technical 
assistance as necessary. 



• Provides administrative support for the Planning Commission and Design Review Committee; 
serves as the City's Zoning Administrator, makes presentations to City Council and other 
groups concerning community and economic development projects and programs. 

• Consults with and advises the City Manager, Assistant City Manager and other City officials 
regarding community and economic development and administration of plans, policies, and 
regulations and related activities within the City 

• Selects, supervises and evaluates work of consultants and integrates consultants' work into 
division work program 

• Monitors Federal and State legislative activity that pertains to programs and operations 
germane to the City 

• Oversees the preparation of environmental impact evaluations on proposed projects as 
required by the California Environmental Quality Act (CEQA), including special studies.  
Develops, maintains, implements, and interprets the comprehensive General Plan, 
master/specific plans, environmental impact reports, capital improvement plans and other 
applicable planning areas 

• Act as the City's point of contact for Economic Development related workforce development 
programs and activities 

• Directs professional staff in the review, analysis, and assessment of development proposals; 
develops and presents recommendations on a variety of permits, maps, ordinances, zone 
changes, and applications  

• Leads, coordinates and monitors the development review process for the City 
• Develops and administers citywide economic development and revitalization strategies and 

programs, conducts economic studies, needs assessments, research and financial analyses; 
researches and analyzes business community demographics; compiles and updates an 
economic development database, including establishing and maintaining a real estate 
inventory, land costs, lease rates and related records for businesses; keeps abreast of current 
trends affecting business development 

• Develops and markets techniques, strategies, programs, and promotional material to stimulate 
retail and light commercial industrial, and related business activity 

• Act as City liaison with business community and discusses issues concerning business 
retention and attraction, financing and other economic issues with interested parties; provides 
opinions and suggestions from these parties to City staff and officials 

• Assists in analyzing proposed development and community projects for financial feasibility 
and impacts on City businesses and residents 

• Negotiates and resolves difficult, complex and/or sensitive citizen complaints or problems 
concerning activities of the department 

• Negotiates development agreements with proponents of private development projects 
• Administers enforcement of land use and building codes and prepares proposed code 

revisions as necessary 
• Prepares and monitors project budgets and expenditures; develops project timetables and 

work programs; researches and analyzes complex data; evaluates alternatives and makes 
recommendations 

• Performs general administrative activities including preparing, negotiating and administering 
contracts, agreements, grant applications, requests for proposals and related material 

• Prepares and presents clear and concise written and oral reports to residents, the business 
community, and government officials 

• Attends and makes presentations at meetings during day, evening, and occasional weekend 
hours 

• Attends off-site meetings during day, evening, and occasional weekend hours 
• Acts for the City Manager and performs related duties as assigned 



ABILITY TO: 

• Plan, organize and direct activities of a community and economic development department; 
review and interpret planning, zoning, land development/infrastructure, code enforcement and 
building permitting, plan review and inspection activities; identify and resolve a wide variety of 
interests in the development of land use policy; work effectively with business and community 
leaders, developers, residents and merchant groups, other City staff in planning, developing 
and implementing economic development and business attraction, retention and expansion 
programs; analyze economic studies, financial statements, marketing studies, plans, 
specifications, and bid documents; skillfully represent the agency in all types of contract 
negotiations, compile and analyze data pertaining to downtown revitalization 

• Manage the department's operations and activities and direct the work of employees; conduct, 
analyze, and make recommendations on a variety of administrative activities; prepare and 
administer budgets; interpret and effectively apply pertinent aspects of related Federal and 
State laws and regulations; communicate skillfully and effectively orally and in writing; and 
establish and maintain cooperative and effective relationships with those contacted in the 
course of work 

• Understand, interpret, apply and explain laws, regulations, polices and professional practices; 
develop and direct implementation of new/changed organizational systems; learn and apply 
related City and departmental policies and practices; analyze problems, identify alternative 
solutions, project consequences of proposed actions, and implement recommendations in 
support of goals; interpret political and administrative direction and incorporate into 
operational policy and procedures; prepare narrative, statistical and technical reports; analyze 
existing systems, processes, and procedures and modify/develop changes as necessary; 
effectively build and lead teams; plan, organize, and prioritize work assignments; supervise, 
train, and evaluate personnel; effectively utilize computer applications and technology related 
to the work and perform database management and spreadsheet functions 

• Work successfully with a broad range of people and organizations to accomplish the City's 
community and economic development goals, represent the City's interests before other 
agencies; identify and respond to public and City Council issues and concerns; demonstrate 
political acumen; deal positively with confrontation and controversial issues; and, facilitate 
community participatory decision making to resolution; work long and varied hours, including 
evenings and/or weekends if required; work under pressure and time constraints 

EDUCATION and/or EXPERIENCE: 
  
Requires any combination of education and experience that would likely provide the required 
knowledge, skills and abilities. A typical way to obtain the knowledge and abilities would be: 
  
 A Bachelor's degree from an accredited college or university with major coursework in Public or 
Business Administration, Economics, Urban Planning or a closely related field. A Master's 
degree is desirable 
 
and 
 
Five (5) years of full time increasingly responsible professional experience in community and 
economic development management, including three (3) years of administrative supervisory 
experience, involving program development; business attraction, retention and marketing; real 
estate development; commercial property brokerage/management; financial analysis; and/or 
community engagement experience. 



  
Desired: Certification from the American Institute of Certified Planners (AICP),  International 
Economic Development Council (IEDC), or Accredited California Economic Developer (ACE) is 
highly desirable. 
 
Valid driver’s license and satisfactory driving record. 

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 and talk or hear.  
The employee is occasionally required to stand; walk; use hands to finger, handle, or feel; and 
reach with hands and arms.  The employee must regularly lift and/or move up to 10 pounds and 
occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job 
include close 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. 
 
While performing the duties of this job, the employee regularly works in indoor conditions and 
regularly works near video display.  The employee is occasionally exposed to outside weather 
conditions and uses personal vehicle and occasionally works in evenings or on weekends.  The 
noise level in the work environment is usually moderate. 
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