
 POSITION DESCRIPTION  
 

 

CLASS TITLE: Grant Writer / Economic Development Coordinator / Governmental Affairs 

DEPARTMENT: Mayor 

DATE: August 9, 2018 

 

SUMMARY:  
 

The Grant Writer/Economic Development Coordinator/Governmental Affairs provides research, 

writing, marketing communication, grant management and reporting.  The Grant 

Writer/Economic Development Coordinator/Governmental Affairs also provides for the 

development, recommendation and implementation of policies, programs and procedures that 

accomplish the City Board’s goals and objectives to ensure the economic health and vitality of 

the City. Governmental Affairs will coordinate legislative effors by working with Local, State 

and Federal Government as well as the media. 

 

GENERAL PURPOSE: 
 

Perform a variety of tasks that require the knowledge of working with computers, ability to work 

with numbers, the ability to work with a database program, communication skills and the ability 

to work with other employees. 

 

SUPERVISION RECEIVED: 

 

The Grant Writer/Economic Development Coordinator/Governmental Affairs works under the 

supervision of the Mayor. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES:   
 

General: To perform this job successfully, an individual must be able to perform each essential 

duty satisfactorily.  The requirements listed below are representative of the knowledge, skill 

and/or ability required during various assignments.  The following duties are considered essential 

for this job classification: 

 

Grant Writer Duties: 
1)  Identify and initiate grant development projects including research, writing and 

compliance.  This duty is performed daily. 

 

2)  Assist other departments in writing grant applications and providing reports as 

needed for those departments. 

 

3)  Maintain a grants database with details of all funding opportunities of possible 

relevance to the City’s work, including amount of funding available, application 

and program requirements, deadlines, status and history.  This duty is performed 

daily. 

 

 4)  If required supervise other consultants hired by the City for specific writing 

purposes and initiation of grants. 



Economic Development Coordinator Duties: 
 1) Supports and models the identified vision, values and behaviors of the City. 

 

 2) Develops and implements short and long term economic development strategies, 

public/private partnerships for development, and business assistance programs for 

existing and prospective businesses.   

 

 3) Develops and implements a business recruitment and retention campaign and 

marketing strategy. 

 

 4) Participates in special business community events to promote business 

development and vitality. 

 

 5) Serves as the City liaison to the business community, Chamber of Commerce, 

economic development agencies and governmental agencies in furthering the 

City’s economic development policies. 

 

 6) Presents proposed programs and projects to business community groups, agencies 

and the City Board. 

 

 7) Establishes and maintains effective work relationships with the business 

community, advisory groups, other governmental agencies, citizen groups and 

citizens. 

 

 8) Monitors local, state and federal legislation relating to economic development. 

 

 9) Responds to local citizens inquiries regarding local economic development 

activities and opportunities. 

 

Governmental Affairs Duties: 
 

 1) Conduct research and monitor legislation; track happenings within the 

government that could affect the municipality; research policies to see what 

changes could be advantageous and which trends might negatively impact the 

future of the City of Clarksdale. 

 

 2) Work with government officials, including Senators and House members, 

advocacy groups and citizens to convey the legislative goals. 

 

 3) Prepares reports and presentations to deliver within the City of Clarksdale. 

 

 4) Managing communication between the City and the citizens to inform both of 

legislative goals and preparing reports and presentations for job growth within the 

City. 

 

Other Essential Duties: 
 

 1) Assist with content development for marketing materials, web sites and other 

publications. 



 

 2) Manages the bookings of events held at the Martin Luther King Park Stage and 

the City Auditorium. 

 

 3) Prepares Keys to the City and recognition awards approved by the Mayor. 

 

 4) Performs other duties and projects as assigned by the Mayor. 

 

The duties listed above are intended only as illustrations of the various types of work that may be 

performed.  The omission of specific statements of duties does not exclude them from the 

position if the work is similar, related or a logical assignment to the position.  Any single 

position may not be assigned all duties listed above, nor do the examples cover all duties which 

may be assigned. 

 

DESIRED MINIMUM QUALIFICATIONS: 

 

(A)  Education and Experience: Any combination equivalent to experience and education 

that could likely provide the required knowledge and abilities would be qualifying.  A typical 

way to obtain the knowledge and abilities would be: 

 

 Experience: Five years of responsible work experience in any combination of public or 

private business or economic development including a minimum of two 

years managing complex projects.  Public relations experience highly 

desirable.  Five years experience in grant writing, community 

development and  municipal finance. 

 

 Education: Bachelor’s degree (Masters Preferred) 

 

(B)  Language Skills: 
 

 1) Must be able to read and interpret documents such as safety rules, operating and 

maintenance instructions, correspondence and memos in the English language. 

Ability to write reports and business correspondence. 

 

 2) Ability to prepare general correspondence and speak effectively using the English 

language.   

 

 3) Ability to express ideas clearly and concisely, orally and in writing. 

 

 4) Ability to effectively communicate and present information and respond to 

questions in a one-on-one and/or group situation to citizens and other employees 

of the city. 

 

(C) Reasoning Ability: 
 

 Ability to apply principles of logical thinking to a wide range of intellectual and practical 

problems.  Ability to apply theory into actual work situations.  Ability to analyze office 

operations and derive a feasible solution to make those operations more efficient and 



economical. 

 

 

 

(D)  Necessary Knowledge, Skills and Abilities: 
   

 1) Extensive knowledge of Corel software applications and Microsoft Office 

products. 

 

 2) Considerable knowledge of applicable laws, ordinances, and department rules and 

regulations. 

 

 3) Ability to operate and perform maintenance of a personal computer, printers, 

typewriter, calculator, copy machine, telephone and fax machine. 

 

 4) Pleasant telephone personality. 

 

 5) Ability to establish and maintain effective working relationships with elected 

officials, department heads, co-workers, subordinates, peers, supervisors and 

employees of other departments and the general public. 

 

 6) Ability to exercise sound judgment in evaluating situations and in making 

decisions; 

 

 7) Ability to effectively deal with the public; ability to communicate effectively 

verbally and in writing; ability to handle stressful situations. 

 

 8) Ability to maintain confidential, sensitive material. 

 

 9) Pursues training and development opportunities; strives to continuously build 

knowledge and skills; shares expertise with others. 

 

 10) Manages difficult or emotional customer situations; responds promptly to 

customer needs; solicits customer feedback to improve service; responds to 

requests for service and assistance; meets commitments. 

 

 11) Works within approved budget; develops and implements cost saving measures; 

contributes to profits and revenue; conserves organizational resources. 

 

 12) Shows respect and sensitivity for cultural difference; educates others on the value 

of diversity; promotes a harassment-free environment. 

 

 13) Treats people with respect; keeps commitments; inspires the trust of others; works 

with integrity and ethically; upholds organizational values. 

 

 14) Sets and achieves challenging goals; demonstrates persistence and overcomes 

obstacles; measures self against standard of excellence; takes calculated risks to 

accomplish goals. 



 

 15) Approaches others in a tactful manner; reacts well under pressure; treats others 

with respect and consideration regardless of their status or position; accepts 

responsibility for own actions; follows through on commitments. 

 

 16) Adapts to changes in the work environment; manages competing demands; 

changes approach or method to best fit the situation; able to deal with frequent 

change, delays or unexpected events. 

 17) Follows instructions; responds to management direction; takes responsibility for 

own actions; keeps commitments; commits to long hours of work when necessary 

to reach goals; completes tasks on time or notifies appropriate person with an 

alternate plan. 

 

(E)  Tools and Equipment Used: 
 

Knowledge of all equipment normally utilized in a business office; proficiency using personal 

computers, printers, typewriters, calculators, fax machines, copying machines and telephones, 

etc.  Thorough knowledge of software applications such as Corel and/or Microsoft word 

processing and spreadsheets, etc. 

 

(F) 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 accommodation 

may be made to enable individuals with disabilities to perform the essential functions. 

 

1)   While performing the duties of this job, the employee is regularly required 

to talk and hear; 

 

2)   The employee frequently is required to use hands and fingers, handle or 

feel objects, tools, or controls;  

 

3)   The employee is frequently required to sit and stand;  

 

4)   Reach with hands and arms and drive a vehicle;  

 

5)   The employee is occasionally required to climb or balance, stoop, kneel, 

or crouch; 

 

6)   Must be able to lift and/or move twenty pounds or more; 

 

7)   Specific vision abilities required by this job include close vision, distance 

vision, color vision, depth perception and the 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 inside, in an office 

environment.  The employee occasionally will be required to work in outside weather conditions, 

near moving mechanical parts, and may occasionally be exposed to wet and/or humid conditions, 

fumes or airborne particles, toxic or caustic chemicals, extreme cold, extreme heat, and loud 

acoustic vibrations. 

 

The noise level in the work environment is usually quiet. 

 

Occasional travel will be required to the various departments within the City to relay 

information.  The work environment is normally one that requires a constant flow of information 

exchange, as well as telephone inquiries and visits from department heads and employees. 

 

Occasional travel will be required outside City limits for educational purposes and for the 

application of grants. 

 

SPECIAL REQUIREMENTS: 
 

 (A)  Must possess, or be able to obtain by time of hire, a valid state driver's license 

without record of suspension or revocation in any state. 

 

 (B) Must never have been convicted of a felony or serious misdemeanor.  

 

 (C) Must successfully complete and pass the requisite drug, alcohol screen and 

physical examination required under Section 14.000 and 17.000 et seq. of the City 

of Clarksdale Personnel Policies and Procedures Manual. 

 

 (D)  Must possess a high degree of professionalism and the ability to maintain 

composure and confidentiality. 

 

OTHER MATTERS: 

 

The position of Grant Writer / Economic Development Coordinator/Governmental Affairs is 

full-time; works regularly scheduled hours year-round, and may require some overtime after 

normal working hours.  The person in this position never works shift work.  The position has 

accountability for safety and equipment related to the office and work for which this position is 

responsible.  This position necessitates the ability to maintain confidentiality. 

 

The stress level associated with this position is moderately to extremely high.  Physical work 

involved in this position exists only in major emergencies and crisis situations. 

 

The duties listed hereinabove are intended only as illustration of the various types of work that 

may be performed.  The omission of specific statements and duties does not exclude them from 

the position if the work is similar, related or a logical assignment to the position. 

 

This job description does not constitute an employment agreement or contract between the 

employer and employee, and is subject to change by the employer, at its sole discretion, as the 



needs of the employer and requirements of the job change. 

 

The Grant Writer / Economic Development Coordinator/Governmental Affairs is an employee 

at-will, and the Board of Mayor and Commissioners of the City may terminate the relationship at 

any time, for any reason, with or without cause or notice.  


