
 

 

 
 
TITLE:  BUSINESS DEVELOPMENT MANAGER FLSA:  EXEMPT 
  
REPORTS TO: VARIES UPDATED:  FEBRUARY 2020 
 
PAY GRADE:      4 

POSITION SUMMARY 
 
Serves as a resource to businesses and local and state government stakeholders and agencies to foster 
economic development by stimulating business retention, expansion, capital investments and workforce 
attraction in an assigned state geographic area. Meets with businesses to determine assistance needs and 
impacting economic and climate environments; identifies and recommends responsive strategies; and 
implements State incentives while coordinating Federal, State and local business support efforts.   
 

PRINCIPAL DUTIES AND RESPONSIBILITIES 
 
(These duties and responsibilities are judged to be "essential functions" in terms of the Americans With Disabilities Act or 
ADA) 
 

 Researches, identifies, prepares for and meets with companies in order to collect information, 
present strategies and tools, assist in problem solving and facilitate the creation of business 
opportunities. 

 Initiates and manages business retention, expansion, and attraction projects by identifying needs 
and goals; determining feasibility and eligibility; presenting the need internally; coordinating 
MEDC tools with Federal, local, and other programs; and communicating project status and 
activities among stakeholders. 

 Evaluates and measures project activities and outcomes and prepares related reports; maintains 
and manages databases of project activity and management. 

 Identifies and manages economic expansion and new site development projects as the primary 
MEDC contact with the project company. Engages local economic development partners, 
municipal partners and internal MEDC teams to coordinate local and state economic development 
incentive packages and supports the company through the established Michigan Strategic Fund 
board approval process. 

 Builds beneficial business development relationships through attendance at key functions, on-
going communication and education efforts.   

 Serves as a liaison to and manages inquiries received from business, other MEDC staff, legislators, 
and partners. 

 Through personal visits and other means of communication, work with local economic development 
agencies, elected officials and internal MEDC staff to communicate area business needs. 

 Maintains current in the field by continually enhancing skills and knowledge through research, 
information exchange with stakeholders and peers, and education event attendance. 

 Performs other related duties as directed by supervisor. 
 
The above statements are intended to describe the general nature and level of work being performed by a person in this 
position.  They are not to be construed as an exhaustive list of all duties that may be performed by such a person. 

 
 
 



 

 

RECOMMENDED EMPLOYMENT QUALIFICATIONS 
 
EDUCATION:  This position requires a Bachelor’s degree (B.A.) from a four-year college or university in Business 
Administration, Marketing, or related field. 
 
EXPERIENCE:  This position requires a minimum of three to five years of related experience and/or training in 
creating and implementing economic or community development strategies; and/or experience in a business 
support role such as banking, marketing, sales, or workforce development; experience with public speaking; 
and experience with word processing; spreadsheet and/or database software; or an equivalent combination of 
education and experience.   
 
SUPERVISORY RESPONSIBILITIES:  No supervisory responsibilities. 
 
CERTIFICATES, LICENSES, OR REGISTRATIONS:  Certified Economic Developer (CEcD) by the International Development 
Council and/or certified as an ED Finance Pro by the National Development Council (EDFP) preferred. 
 
OTHER KNOWLEDGE, SKILLS, AND ABILITIES:     
 
(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.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions.) 
 
REQUIRED: 

1. Ability to read, analyze, and interpret general business periodicals, professional journals, technical 
procedures and government regulations. 

2. Ability to respond to common inquiries or complaints from customers, regulatory agencies, or 
members of the governmental community.  

3. Ability to function with strong written and verbal communication skills. 
4. Ability to write reports, business correspondence and procedure manuals. 
5. Ability to effectively present information and respond to questions from groups of managers, 

clients, customers and the general public. 
6. Ability to define problems, collect data, establish facts and draw valid conclusions. 
7. Ability to write speeches and articles for publication that conform to prescribed style and format. 
8. Ability to effectively use common business and graphics computer software such as word 

processing, database, spreadsheet, presentation, graphic design, and/or photographic software. 
9. Ability to travel within the State of Michigan as well as work a flexible schedule outside of 

standard business hours. 
  
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, use hands to finger, handle, or 
feel; talk and hear. The employee is occasionally required to stand; walk; reach with hands and arms; and stoop, 
kneel, crouch, or crawl.  The employee must occasionally lift and/or move up to 10 pounds.  Specific vision 
abilities required by this job include close vision, and ability to adjust focus, especially due to concentration on a 
computer screen and small numbers. 
 
WORK ENVIRONMENT: 
 
The noise level in the work environment is usually moderate.  Position requires extensive travel and extended 
hours outside of the normal 8-5 workday.  
 
The qualifications listed above are guidelines for selection purposes; alternative qualifications may be substituted if sufficient 
to perform the duties of the job. 


