
Position Title:  Economic Development Real Estate & Research Coordinator 
 
Department:  Economic Development 
        
Classification:  Full-Time 
 
Supervisor:  Vice President, Regional Economic Development & Talent 
 
Location:  Chamber Headquarters 
 
 
Position Purpose: 
 
Under minimal supervision, responsible for management of all economic development related 
databases and research needs. 
 
Essential Functions and Basic Duties:  

 

 Responsible for economic development CRM, including updating information, pulling monthly 
board reports, troubleshooting, etc. 

 Conduct research on a regular basis to ensure marketing materials and web site are current 
with latest available information. 

 Responsible for maintaining department’s sites and buildings database, ensuring timely and 
accurate offerings and all recommendations for RFIs. 

 Coordinate with area realtors to provide updated information for sites and buildings database. 

 Maintain contact with all project activity leads coming into the department, record into CRM 
system and follow up with relevant information and materials. 

 Organize specific data, such as area demographic data for regular updates. 

 Provide research required for proposal preparation. 

 Gain basic proficiency in CAD to allow for simple site layouts.  Work with Engineer of Record. 

 Provide market research for special events, speeches, etc. 

 Maintain records of new location and existing industry expansion for year-end review, including 
summary of economic development announcement number of jobs and investments. 

 Responsible for ACCRA cost of living information collection and reporting. 

 Maintain/develop Transpark contracts (mowing, trees, etc) 

 Perform additional duties as assigned. 
 

Qualifications: 
 
Training and Experience: 
        

 Graduation from an accredited high school or GED equivalent and administrative experience a 
plus. 

 
Special Requirement(s): 
 

 Possession of a valid driver’s license. 

 Ability to be bonded. 
            
Special Knowledge, Skills and Abilities:  
 

 Excellent organizational and administrative skills to manage multiple projects. 

 Excellent communication skills. 

 Ability to work with and meet deadlines.  

 Ability to maintain the confidentiality of any information encountered. 
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 Requires strong math and analytical skills.  

 Ability to make judgments serving the organization’s best interest. 

 Ability to establish and maintain effective working relationships with employees, directors and 
clients.   

 Ability to operate a variety of office equipment, including but not limited to, computer, printer, 
calculator, photocopy machine, fax machine, telephone, and vehicle. 

 Experience with various software and/or Windows based applications including but not limited 
to, word processing, internet usage, and email applications. 

 Ability to use a computer for spreadsheet, data, and word processing functions.   

 Ability to embrace change and respond to daily situations that arise. 

 Ability to handle multiple tasks required of a small office environment. 

 Possesses and utilizes the following traits:  initiative, resourcefulness, thoroughness, accuracy, 
tact, firmness, sound judgment, and integrity.  

 
Working Conditions: Work performed in an office environment which can be moderately noisy.  
Many days involve sitting for long periods of time at a desk or workstation.  Regular and prolonged work 
looking at a computer screen.  Work can be stressful and pressured by deadlines.  Work week may 
occasionally exceed 40 hours. 
 
To apply, please send resumé and cover letter to COO Meredith Robinson at 
meredith@bgchamber.com.  

mailto:meredith@bgchamber.com

