JOB DESCRIPTION

Position:

Jobs & Business Development Coordinator - Wautoma
Responsible to:

Business Development Coordinator
This is a .6 FTE, 22.5 hours a week.

Minimum Qualifications:


EDUCATION:
BA/BS in related field (business, finance, marketing, communications); or non-related BA/BS and one year experience in business or economic development; or high school diploma and three years experience in business or economic development.

WORK EXPERIENCE:
Three-years experience in business, banking, marketing, communication, advertising, sales or economic development.  Lending experience helpful but not required. 

Moderate proficiency in word processing and spreadsheet computer programs required within six months of hire.  

Requires ability to visualize end results of a multi-faceted projects, to integrate own work with the work of others; to develop and coordinate work procedures to attain results within broad guidelines. Requires considerable analysis, judgement, initiative and ingenuity.  

Must possess a valid driver’s license and have access to an insured motor vehicle.

Responsibilities:

Assist low-income entrepreneurs in Marquette and Waushara Counties start or expand businesses by providing assessment, referral, technical assistance and loan packaging.

Establish and staff a project advisory board.  This includes preparing activity summaries and briefing the members on project status and new initiatives.

Moderate responsibility for decision making, involving evaluation of information on clients and situations. Decisions are made in response to changing conditions and often require developing or applying alternative methods.  

Participates in formal group within a department to establish and evaluate departmental objectives.

External contacts require establishing and maintain effective working relationships with corporate, county and state organizations on behalf of CAP Services that can materially effect the department and the organization.

Errors may result in serious consequences in operations, services and completion of projects in the department, having an adverse impact on relationships outside the agency, disruption of CAP’s overall work plan, and clients.  Errors could result in decrease in CAP revenues from commercial properties.  

Assist the Business Development Coordinator in complying with various contract-reporting requirements.

Working Conditions:  

Considerable irregularity in hours due to report deadlines, workload, morning and evening meetings, usually limited to eight times monthly.  

Some minor physical inconveniences routinely present with assisting business start-ups at their residence.

Travel averages 500 miles a month.  

Concern for the success of the department results in moderate stress. 
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