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POSITION TITLE Coordinator Economic Development
GROUP Corporate Services
UNIT Economic Development & Tourism 
MANAGER & TITLE Tania Treasure, Manager Economic 

Development & Tourism 
AWARD CLASSIFICATION Band 8
DATE DRAFTED/REVISED November 2017

POSITION PURPOSE

The Coordinator Economic Development has a key role in facilitating economic development 
and jobs growth within the Municipality, developing and implementing strategies, business 
cases and initiatives to maximise economic benefit in a highly effective and efficient way.

DIMENSIONS

 Implement, evaluate and review key Council strategies, business cases, policies and plans, 
specifically Councils Economic Development Strategy

 Responsible for coordinating the Economic Development Unit staff and budgeting
 Providing strategic advice to Managers, Executive Team and Council on economic 

development issues
 Responsible for coordinating projects and managing consultants 
 Liaison with internal and external stakeholders
 High level of economic, strategy, policy and business acumen
 Out of hours business hours work will be required to attend meetings and events

KEY RESPONSIBILITIES AREAS

Strategy Development and Implementation
 Develop and implement strategies, business cases, plans and policies that support 

Council’s overall economic growth of the municipality.
 Using your professional knowledge, networks and other information sources lead key 

strategic projects that are consistent with the Shire’s Economic Development Strategy and 
other council policies and strategies.

 Contribute to other Council plans and strategies on economic development matters.
 Demonstrate innovative approaches to economic development including implementing 

and evaluating effective and measurable outcomes.

External Relations
 Promote and provide advice to potential and existing businesses to assist them to locate, 

expand or stay within the Shire.
 To participate in regional economic development initiatives, including those undertaken in 

co-operation with neighbouring municipalities.
 Develop and maintain positive, active relationships and networks with key internal and external 

stakeholder, including State and Federal Government departments, businesses and industry 
associations.
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Leadership
 Provide leadership to the Economic Development Unit that encourages high performance, 

outcomes focused and results driven
 Where appropriate represent the Shire on local and regional networks, during and outside 

normal working hours as necessary to effectively carry out the position and to convey a 
positive public image of the Shire

 Foster a supportive team environment with other staff to achieve individual, departmental and 
corporate objectives

 Any other duties within limits of the employee’s skill, competency and training.
 Be at all times a role model for the Shire’s Organisational Values and Code of Conduct

Research, Analysis & Funding
 Lead consultation and research regarding key economic development issues, preparing 

reports and business cases and making presentations to internal and external 
stakeholders.

 To provide high level advice and recommendations on emerging issues in the economy.
 Detailed understanding of various government programs and services to support 

economic development and ability to prepare funding submissions.

Reporting
 Prepare and present relevant Council reports together with appropriate recommendations 

for consideration by the Executive and Council.
 Develop, implement and report on annual business plans, budgets and other corporate 

reporting requirements.
 Oversee budgets and ensure expenditure is in accordance with Council policy and funding 

provider contractual obligations.

ORGANISATIONAL CAPABILITIES & ACCOUNTABILITIES

BUSINESS MANAGEMENT

Organisational Governance 

1. Planning - Has awareness and understanding of current issues both locally and externally, 
and incorporates innovative and creative ideas into future work plans.

2. Use of Council Resources - Monitors use of council resources to maximise efficiency and 
effectiveness.

3. Council policy implementation - Complies with organisational policies, procedures and 
guidelines that guide “what we do” and “how things are done” and fulfils our legal obligations 
as an employer.

4. Policy and Strategy Development - Translates broad strategic goals into specific policy and 
strategy documents.

5. Community Relations, Engagement and Advocacy - Provides our diverse community with 
information and opportunities for participation in Local Government processes to understand 
each issue as our community sees it.  Working with stakeholders (internal and the community 
to develop relationships, build understanding and capacity, and inform decision-making.
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Corporate Compliance

6. Risk Management - Encourages and promotes a culture of risk minimisation and 
management.

7. Occupational Health and Safety -Creates, maintains and fosters a safe work environment.

8. Financial Management - Contributes to the financial performance of the organisation by 
effectively managing the budget and its processes throughout the year.

9. Reporting - Understands obligations to report on Team/Unit activities in a timely, accurate and 
succinct manner

PEOPLE MANAGEMENT

10. Team Management and Leadership - Plans for and resources the team, enabling each team 
member and the team collectively to achieve optimal performance to achieve the 
organisation’s goals.

11. Performance Evaluation of Team Members - Aligns team member’s goals with 
organisational and Business Unit goals and monitors progress.

12. Development of Team Members - Develops the capability of the team by actively providing 
opportunities for team members to enhance their knowledge, skills and experience.

13. Well-being of Team Members - Promotes a work environment in which team members feel 
valued and cared for by the organisation.

14. Long Term People Planning - Ensures that the Shire continues to have the right number and 
mix of highly committed, skilled and appropriately experienced organisational team members, 
to ensure the effective delivery of the wide range of services and functions for which MPS is 
responsible.

SELF MANAGEMENT

15. Professional Conduct - Demonstrates a high level of professionalism whilst performing the 
duties of the position and whilst representing the Mornington Peninsula Shire.

16. Personal Effectiveness - Maintains current technical expertise, performance and personal 
effectiveness.

17. Managing Workload - Ability to manage workload to a high standard both in terms of quality 
and quantity.

18. Political Awareness - Awareness of the environment and political factors and uses knowledge 
and experience of the wider environment within and outside the organisation.

19. Communication and Interpersonal Skills - Effectively listens and expresses ideas, thoughts 
and information considering the audience for which the communication is intended.

20. Networking - Shares information, ideas, resources and opportunities. Members of a network 
look to each other for advice, tips on jobs, careers and employment and create a support 
system for each other.
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WORKPLACE BEHAVIOURS

21. Teamwork – Works collegiately with other team members, the community and other 
stakeholders.

22. Leadership – Creates vision, enables, inspires and guides others towards goal 
accomplishment.

23. Continuous Improvement – Regularly reflects on the “way things are done” with a view to 
doing things “the best way they can be done”.

24. Customer Focus/Responsiveness – Acts on the needs and expectations of customers in 
delivering the service expected of them, and often achieves a high level of customer 
satisfaction.

25. Problem Solving and Decision Making - Effectively identifies the problem by distinguishing 
between causes and symptoms, analysing data/information and then identifying possible 
solutions.  Decision making involves using sound, logical judgment in choosing an appropriate 
course of action.

ORGANISATIONAL RELATIONSHIPS

Reports to: Manager Economic Development & Tourism

Team Leader to:  Senior Economic Development Officer
 Agribusiness and Food Industry Officer
 Economic Development Officer
Key internal contacts: Key External Contacts:Working Relationships:
 Councillors
 Executive and Management 

Team
 Statutory Planning
 Strategic Planning
 Community Development
 Property and Valuations Unit
 Environmental Protection 

Unit
 Infrastructure Strategy
 Infrastructure Projects
 Customer Service 
 Communications & Events
 Governance

 Businesses – existing and 
potential

 Business Associations
 State/Federal Government 

Departments and Agencies
 Service Providers
 Other Local Government 

Officers
 Community Groups
 Residents and ratepayers
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ACCOUNTABILITY AND EXTENT OF AUTHORITY

The position is responsible for coordinating the Economic Development team ensuring 
outcomes are delivered according to the Council Plan and Economic Development 
Strategy.   The development, implementation and evaluation of business cases, strategies 
and plans relevant to economic development is also incorporated into the responsibility of 
the position.

The incumbent will make presentations and recommendations to Management and 
Council on key economic development issues.  

While being accountable for managing resources, financial decisions and providing 
specialist advice, the freedom to act is subject to policies, strategies, objectives, budgets 
and regulatory/statutory control. 

JUDGEMENT AND DECISION MAKING

Decision Making Authority 
The incumbent will generally work alone, with infrequent consultation with the Manager Economic 
Development & Tourism and be able to provide specialist advice.  Judgement is exercised within 
the framework of the Community Plan, strategies, policies, research and legislation.

The incumbent is expected to exercise discretion in relation to day to day leadership of the team 
and with the resolution of issues. Guidance is available from the Manager as required.

The incumbent is expected to demonstrate a high ability and creativity in applying knowledge of 
local community service needs to wider government policy and programs and in establishing 
cooperative relationships with local and regional organisations.

SPECIALIST KNOWLEDGE AND SKILLS

 High level of understanding of economic development, business activities, commercial 
practices and responsibilities.

 Ability to design and implement business cases, strategies and policies.
 Sound knowledge of the various programs and services available to businesses and workforce.
 Knowledge and understanding of the workings of business associations.
 Excellent mediation and negotiation skills.
 Well-developed oral and written communication skills with the ability to prepare complex 

reports and undertake presentations.
 Ability to develop and manage budgets within the organisation’s procurement procedures.
 Manage external relationships and contracts with service providers ensuring obligations are 

met and projects within budget.
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INTERPERSONAL SKILLS

 Ability to manage workload to a high standard.
 Ability to accurately assess the political environment.
 High level of verbal and written communication skills and an ability to use persuasion and 

influencing skills.
 Ability to maintain internal/external contacts and networks and gain co-operation and 

assistance from businesses and other employees.
 Ability to work collegiately with other team members, the community and other stakeholders.
 Ability to lead internal/external project groups.
 Provision of clear and effective communication to Council, Executive and senior m 

management, team members and the public.
 Maintain positive working relations with staff members, the general public and key 

stakeholders.

MANAGEMENT SKILLS

 Demonstrated team management and leadership skills including an ability to create vision 
and enable, inspire and guide others towards goal accomplishment.

 Ability to prepare and present Council Reports.
 High level of problem solving and decision making abilities.
 Excellent organisational skills to ensure satisfaction of outcomes within timelines and 

competing demands, often of similar priority level.
 Proven ability to manage projects from inception to evaluation.

QUALIFICATIONS AND EXPERIENCE

 Tertiary qualifications in economic development, business, marketing, economics or similar 
discipline is essential

 Demonstrated experience in developing, evaluating and reviewing business cases, plans and 
strategies

 Demonstrated experience working closely with business assisting them through a variety of 
support business and employment growth opportunities

 Demonstrated experience in a customer service delivery environment
 Accreditation through Economic Development Australia (ACEcD) or equivalent is preferred but 

not essential
 Sound knowledge and experience in MS Office suite and with knowledge in computer database 

software.

MANDATORY LICENSES AND CHECKS

The following mandatory licenses and checks are required prior to commencing employment with 
the Mornington Peninsula Shire:

 A valid Employee Working with Children Check, with the Mornington Peninsula Shire 
registered as an employer.

 An Australian Criminal History Check, undertaken by the Shire.
 A valid Driver’s Licence.
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KEY SELECTION CRITERIA

 High level of experience in economic and or business development including developing 
activities to support economic growth to enhance local job opportunities.

 Extensive experience in identifying issues, developing creative solutions and monitoring and 
evaluating outcomes.

 A strong understanding of business principles and a demonstrated ability to work with 
businesses, service providers and government department.

 Demonstrated ability to establish and maintain strong working relationships with internal and 
external stakeholders to achieve collaboration and involvement in projects.

 Proven experience in data analysis that drives economic development policies and 
strategies. 

 Demonstrated ability to lead teams, supervising and motivating staff to ensure organisational 
goals are met.

 High level of project management skills including financial accountability and reporting.
 Tertiary qualifications in economic development, business, marketing, economics or similar 

discipline.
 Highly developed oral and written communication skills with experience in presenting to 

organisational leaders and external parties.

UNDERSTANDING

The following signatures are required to indicate understanding, agreement and approval of the 
position description.

Approved by Manager  .............................................................. Date ......................................

Signed by Person in Position  .................................................. Date ......................................

Mornington Peninsula Shire acknowledges and pays respect to the Boon Wurrung / Bunurong 
people, the traditional custodians of these lands and waters


