ECONOMIC
DEVELOPMENT
PROJECT MANAGER
City of Walnut Creek
City Manager's Office
Job Announcement
APPLICATION DEADLINE: Open until filled. First
review of applications will be JULY 29, 2021.
SALARY RANGE: $114,144 – $138,738
At the intersection of major transportation corridors,
with a charming downtown and anchored by strong
industry sectors, the City of Walnut Creek has
established itself as an economic center of Contra
Costa County. The downtown provides a walkable
environment with small restaurants and shops along
with high-end shopping plazas as pillars to the city’s
retail. Office activity is centered in the Golden
Triangle area, next to the city’s BART station, along
with Shadelands Business Park with a wide variety of
commercial tenants. Walnut Creek is also home to
multiple auto dealerships, including a number of
luxury brands. Three major hospitals round out the
economic foundations of the community. The city
presents an ideal environment for economic growth,
with a range of industries and solid foundation for
growth in the city.
The city is seeking an excellent communicator and
relationship builder as an Economic Development
Project Manager to help grow the economic
development program within the city. This position
resides in the City Manager’s Office, with economic
development having been established as a City
Council priority for two years in a row. This is a great
opportunity for the right person to use their economic
development background and contacts to help build
a strong program for Walnut Creek.

While the City adopted an Economic Development
Strategic Plan in 2018 with a focus on increasing
the sales tax base, industry growth, and
promotion of the strong quality of life factors
present in the city, post-pandemic industries
have changed and we will be revisiting how to
best adapt.
Reporting to the Economic Development
Manager, the Economic Development Project
Manager administers and provides project
leadership for activities and programs of the
City's Economic Development Division, including:
Creation and implementation of business
attraction, retention, and expansion strategies
Develop strong professional relationships with
key stakeholders including the brokerage and
investment communities
Serve as a liaison on projects and programs
Conduct research studies and provide analysis
Assist in the development of City policies
related to the local economy
Working knowledge of city departments
including Planning, Building and Safety,
Engineering, and City Manager’s Office,
particularly as their operations may relate to the
program or project assigned
Serve as a member of the City Manager’s Office
and participate in departmental policy
development, administrative planning, and
problem resolution

Representative Duties
Coordinate business retention visits, including
identifying appropriate, local companies, collection of
relevant data to assist with visits, outreach to
companies and coordination of schedules between
company and senior city management.
Conduct research on emerging industries, relevant to
the economic and industry growth of Walnut Creek.
Make recommendations on industry focus based on
growth factors and Walnut Creek assets.
Organize, coordinate, and/or manage projects or
programs in cooperation with other departments, and
outside agencies, including City Planning and Building
Departments, downtown association, and chamber of
commerce.
Manage economic development tools including
Customer Relationship Management (CRM) system,
mapping systems, demographic research and real
estate data gathering tools. Conduct research and
maintain data on city fees.
Respond to broker, developer, and site selection
requests including conducting research on business
inquiries to ensure alignment with zoning, specific plan,
and other city policies.

Qualifications Guidelines
Education and Experience:
Bachelor’s degree from an accredited four-year
college or university with a major in Business
Administration, Public Administration, or a field
relevant to assigned duties. Possession of a
Master’s Degree in Business or Public
Administration, or a relevant field, is desirable.
A minimum of four years of economic
development experience, with knowledge and
practical application of the principles and
practices of the field.

Knowledge, Skills, and Abilities:
Thorough knowledge of project development,
project management, scheduling, and budgeting
Manage outside consultants for projects as needed,
used in project management.
including tracking and maintaining schedules, and
Knowledge of economic development online tools
tracking and management of budget. Coordinate
projects involving a consultant or vendor with other city
for research, data gathering, customer
departments as needed.
management, and reporting.
Working knowledge of business associations,
Assist in communications and marketing of economic
economic development, and chambers of
development platform, including researching and writing
articles for economic development newsletter and
commerce.
website, development of business and broker outreach
Ability to interpret ordinances, legislation,
packets, and content development for fliers and various
contracts, and legal documents; analyze and
city promotional materials.
interpret factual data; and apply complex
Represent the City at local and regional meetings as
guidelines.
needed, including City Council and various Commission
meetings.
Walnut Creek Employee Benefits
This position is within the Management Unit,
with generous leave allowance, medical and
retirement benefits. Additionally, the City offers
Wellness Programs, an on-site gym and
meditation space, Career Development
Allowance, Commute Alternative Program, and
others. Find out more at Walnut Creek Salary
and Benefits

Submit cover letter and resume to economicdevelopment@walnut-creek.org
Open until filled. Interested applicants are encouraged to apply immediately.

