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Job Title: Economic Development 
Coordinator 

Position Type: Full-Time 

Department: Economy Reports to: Senior Vice President Economic 
Development 

Position Summary 

The Greater Austin Chamber of Commerce, through Opportunity Austin, is one of the top economic development 
organizations in the United States. Opportunity Austin is a five-county economic development initiative to diversify 
the economic base and create quality jobs. The Austin Chamber of Commerce’s Economy Team consists of industry 
recruitment, business retention & expansion, research, admin/operations, and technology innovation. The Team 
collaborates with other Chamber department team members on shared initiatives. 
 
The Economic Development Coordinator provides support to all Economic Development team members to ensure 
success in meeting overall goals and objectives. 

Roles and Responsibilities 

The Economic Development Coordinator’s primary function is to assist the Economy Team in an administrative, 
support role. 
 

• Plans and coordinates with SVP Economic Development for the preparation of materials for Economic 
Development Council meetings, Opportunity Austin meetings, Advanced Investor meetings, Regional 
Partners meetings and other meetings/events that may arise. This may include developing and assembling 
PowerPoint presentations, developing/formatting agendas and programs, developing timelines, assembling 
Excel data reports, ordering food, printing name tags, room setup and other duties. 

• Assist with other meetings on a case-by-case basis 
• Event planning and coordination for Signature events 
• Design/coordinate meeting invitations 
• Coordinate Economic Development Team meetings and calendar 
• Maintain office supplies, promotional items, and other materials 
• Assist with gathering information and providing updates for marketing materials/flyers 
• Provide project/prospect support including (but not limited to): agendas, booking transportation, assisting 

with hotel and meal arrangements, pulling real estate property reports, compiling reports/submissions, 
assembling notebooks and other items 

• Assist with marketing trip preparations, which may include maintaining schedules, assisting with travel & 
hotel arrangements, assembling trip documents and other tasks related to marketing trips 

• Serves as Asana Team Lead and provides assistance in entering project timelines and ensuring team 
members meet deadlines 

• Assist front desk on an “as needed” basis 
• Responsibilities may extend beyond those listed 

 

QUALIFICATIONS AND EDUCATION REQUIREMENTS 

• High school graduate/equivalent; Associates Degree and above and/or equivalent work experience 
• Demonstrates a working knowledge of general office skills, internal procedures, and computer software 

skills Microsoft Word, Outlook, Excel, Power Point) as well as association/ database management system 
experience 
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PREFERRED SKILLS 

This position requires an individual who possesses the following qualities and skills and has a desire to be part of 
an energetic, fast-paced team: 

• Professional, “can-do” demeanor 
• Energetic, highly motivated, self-starter 
• Team player with positive attitude 
• Open to taking direction and learning new skills 
• Excellent organizational skills 
• Able to multi-task and work a variety of types of projects with short deadlines 
• Able to time manage and prioritize multiple requests from Team members 
• Able to articulate and communicate effectively 
• Good interpersonal skills and works well with others 

 

ADDITIONAL NOTES 

The Economic Development Coordinator plays an important role on the Economy Team in achieving overall goals 
and objectives. 

Last Updated By: Charisse Bodisch, SVP Economic 
Development 
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