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Job Title: Economic Development Project 
Specialist 

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 Austin Chamber department team members on shared initiatives. 
The Economic Development Project Specialist provides support to the Economic Development team to ensure 
success in meeting overall goals and objectives. 

Roles and Responsibilities 

The Economic Development Project Specialist’s primary function is to assist the Economic Development Team in 
recruitment and retention efforts. Responsibilities may include, but are not limited to: 

• Working closely with the recruitment team on prospect Requests For Information (RFIs) and Requests for 
Proposals (RFPs) by providing administrative support. 

• Handling the intake for all prospect inquiries (over 30 monthly) by entering into the team’s database and  
developing the appropriate request to be sent to designated Economic Development Organizations (EDOs) 
in our Regional Partner communities. 

• Sending the initial RFI/RFPs containing pertinent data to the appropriate entities. 
• Tracking the RFI/RFP submissions and reviewing for data completion. 
• Sending RFI/RFP reminders to the appropriate entities to ensure communities are submitting responses by 

the deadline. 
• Assisting with preparing agendas, reports, and packages in coordination with team members for 

recruitment and retention/expansion purposes 
• Tracking ongoing outreach to prospects to ensure that the recruitment team has ongoing dialog with 

prospects. 
• Assisting the recruitment team with disseminating independent completed final submissions back to the 

submitting community. 
• Assisting with all aspects of out-of-market and/or virtual recruitment marketing trips including 

communications to attending delegates, arranging transportation, booking hotels, providing confirmations 
to meetings and ensuring that follow-ups are completed. 

• Assisting with major project initiatives and special events such as broker events, networking events, 
marketing trips, and specific industry cluster development. 

• Responsibilities may extend beyond those listed 
 

QUALIFICATIONS AND EDUCATION REQUIREMENTS 

• High school graduate/equivalent; Associates Degree and above and/or equivalent work experience 
demonstrating a high level of skill with Microsoft Office. 

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 
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• 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 Project Specialist 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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