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JOB DESCRIPTION

This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder.

Job title			Economic Development Officer
Reports to		Sustainability Manager
Team			Community & Business Engagement	
Grade			8
Last updated		July 2026	
Job Summary

· To lead work on developing the economy of East Herts through inward investment and regeneration
· To develop and lead on economic initiatives and projects to support business and SME growth in the districts
· To develop relationships with employers and businesses and to work with key stakeholders to deliver the council’s economic development aspirations and strategies
Key Tasks 
Operational Responsibilities
· To support the delivery, monitoring and review the economic vision
· To work alongside the Sustainability Manager as a first point of contact for businesses, marketing council services and programmes to the business community (e.g. grants, business start-up/growth assistance and networking services)
· Liaise with business interest groups to maximise opportunities for economic growth (including the Federation of Small Business, Chambers of Commerce and Local Enterprise Partnerships).
· To keep up to date with economic and business activities, funding and sponsorship opportunities, trends and patterns that affect East Herts in order to maximise growth and identify development opportunities.
· To lead or support specific economic development projects and initiatives as required (e.g. Business Incubator in Bishop’s Stortford)
· Understanding of and commitment to the principles of equal opportunities
· Ability to meet deadlines and manage competing priorities
· Supervision of other Officers as assigned or seconded to the postholder.
Management / Supervisory / Team Working Responsibilities
· Able to work with minimal supervision and on one’s own initiative 
· Able to motivate professionals from inside and outside the organisation to support business customers
Communication & Contacts
· Ability to form positive relationships with different stakeholders from the private and public sector
· Ability to work with the council and form positive relationships with different management teams and Members
· Ability to deliver relevant content to support marketing initiatives
Financial / Budgetary Responsibilities
· To work within the Council's Standing Orders for Contracts and Financial Regulations
Other
· Access to a motor vehicle
· Able to work outside normal office hours, when necessary, e.g. evening members and public meetings.
· Undertake any other duties as required by the line manager that are appropriate to the level of responsibility of the post
· Ensure awareness of the council’s Safeguarding Policy and take a proactive approach to always ensure the safeguarding of residents.
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PERSON SPECIFICATION

This form summarises the purpose of the job and lists its key tasks. It may be varied from time to time at the discretion of the Authority, in consultation with the postholder. 

Job title			Economic Development Officer
Reports to		Sustainability Manager
Team			Community & Business Engagement	
Grade			8
Last updated		July 2026	
We want the postholder to be able to demonstrate the following competencies to a high level and want to use these to the full in their work.  This is more important than having a great deal of direct experience of the job content, and we will be looking for evidence of all the following key competencies during the selection process, if you are shortlisted.
· 
· Personal effectiveness
· Proactive
· Managing relationships
· Communication
· Customer focus
· Commercial focus*


Key Criteria 
Qualifications and Experience
· Educated to degree level or equivalent experience
· Project management qualification
· Qualification in business management or business relationship management
· Experience of the principles of business relationship management, networking and cooperation
· Experience of working with micro and SME businesses  
· Experience of owning or running a small business
· Experience of working with Local Enterprise Partnerships and the London Stansted Cambridge Corridor
· Experience of working with Federation of Small Business and Chambers of Commerce
· Experience of working with Members


Specialist Knowledge and Job Requirements
· Knowledge of business profile in East Herts 
· Understanding of customer service standards and experience of working directly with customers
· Political awareness and capable of operating in a political environment
· Knowledge of council regulatory services
· Knowledge of principles of inward investment  
· Knowledge of marketing, promotion and public relations principles
Other
· Ability to manage own workload and work independently
· Strong networking and communication skills 
· Ability to form good working relationships with multiple stakeholders
· Able to communicate effectively with different audiences (including senior managers internally and externally)
· Ability to work constructively and effectively with businesses from different sectors
· Ability to communicate clearly and concisely in writing and in speech with a range of audiences, with strong IT skills.
· Ability to quickly establish rapport and gain trust and respect from stakeholders in public and private organisation
· Ability to deliver projects effectively, on time and within budget.
· Ability to motivate others and use performance management policies 
· Full UK driving licence and access to a vehicle
· The council is committed to safeguarding and promoting the welfare of all its residents specifically children and vulnerable adults. The council expects all its staff to have an understanding of Safeguarding and to share this commitment
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