
MISSION 
The City’s Community & Economic Development Department provides leadership and technical 
assistance to commercial businesses, residents and elected officials to: 
- Provide direction and momentum for revitalization of the City’s commercial and 
residential areas; 
- Maintain a business friendly and investment friendly atmosphere to encourage economic 
development; 
- Provide a system for sustainable development and preservation of the City’s historic 
fabric; 
- Develop and support activities and programs that increase the quality of life in the 
City of Amsterdam 
 
RESPONSIBILITIES 
The CEDD is responsible for the areas of economic development, planning, downtown 
redevelopment, neighborhood engagement and physical regeneration of the City. This 
includes retail development assistance, staff support to City boards and not-for-profit 
community organizations, marketing, comprehensive plan and zoning ordinance revisions. 
 
MAJOR SERVICE ACTIVITIES 
- Assist new and existing businesses with expansion or retention projects. 
- Provide staff support to the Planning Commission, Zoning Board of Appeals, Historic 
Amsterdam League, Waterfront Commission, Waterfront Foundation, Brownfield Committees, 
and Property Disposition Committee. 
- Provide development planning services. 
- Preparation, modification, and maintenance of comprehensive land use plans. 
- Develop/update marketing materials for ongoing economic development in the City, 
including website, social networking sites, and printed materials. 
- Support the city’s cultural heritage and other tourism efforts. 
- Facilitate Neighborhood Association activities. 
- To undertake any other community and economic development duties deemed necessary by 
the Mayor. 
 
EXAMPLES OF WORK: (Illustrative only) 
- Plans, develops, organizes, directs and coordinates all economic development 
activities; Confers with the mayor or designee regarding priorities, policies, programs 
and acceptable performance levels with respect to economic development as it relates to 
overall organizational objectives; 
- Attends regular staff meetings with the Mayor and other management team members in an 
effort to maximize interaction and communication in the process of formulating and 
carrying out overall organizational objectives; 
- Evaluates economic development needs and formulates long and short range plans to meet 
needs in all areas of responsibility, including but not limited to: business development, 
enhancement, and retention; 
- Directs general management and supervision of marketing and communication efforts 
related to economic development, networking and relationship building with all key 
economic allies; 
- Acts as project manager to attract and retain desired economic growth of commercial and 
residential development through development of marketing materials and interaction with 
various economic development agencies, company representatives, landowners, real estate 
brokers, GASD, FMCC, BOCES, Centro Civico, the Chamber of Commerce, City staff, and 
elected officials; 
- Participates in regional economic development activities as required (Mohawk Valley 
Regional Economic Development Council, Erie Canalway Heritage Corridor Commission, 
Amsterdam-Schenectady Landbank, Business Education Alliance, Mighty Waters, Center for 
Economic Growth, etc.); 
- Facilitates business assistance programs; administers and maintains appropriate 
incentive programs; 
- Develops and maintains a comprehensive inventory of available buildings and sites in 
the community for economic purposes and tracks business movement into and out of the 
City; 
- Performs statistical analysis and logistical coordination and project management for 
special projects assigned by the Mayor or designee; 



- Acts as liaison between neighborhood groups and businesses; helps to conceive of, 
organize and implement community events; 
- Responds to public, Mayor, and Council or other inquiries relative to economic 
development policies and procedures; evaluates issues and options and makes 
recommendations; 
- Monitors governmental legislation and regulation related to economic development; keeps 
abreast of developments in the field of economic development; and reports findings and 
trends to the Mayor and Council; 
- Makes presentations to City Council, commissions, civic groups and the general public 
on economic development issues, as directed; 
- Prepares an annual budget for all economic development activities for submittal to the 
Budget Committee; 
 
GENERAL ASSISTANCE 
The Department of Community Development will provide a number of services to make the 
process of opening or expanding a business as easy as possible. The Department will 
provide direction on what permits are needed and who needs to be contacted. The 
Department will act as a liaison with other economic development agencies such as the 
Amsterdam Industrial Agency, Amsterdam Urban Renewal Agency, Montgomery County Chamber of 
Commerce, Montgomery County Business Development Center, and act as an advocate for 
businesses with other city departments. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES Thorough knowledge of economic and community 
development and redevelopment principles and practices; public administration including 
budgeting and program management; knowledge of public sector considerations in making 
business expansion or location decisions; working knowledge of federal, state, and local 
ordinances, polices and procedures relating to economic development; ability to develop 
and maintain effective working relationships with real estate professionals, developers, 
building owners, contractors as well as within the organization; administrative and some 
technical abilities; strong public relations and public speaking skills; excellent 
communication skills orally and in writing; good physical condition and neat appearance. 
 
 
PREFERRED QUALIFICATIONS 
A Bachelor’s Degree from an accredited college or university in business, public 
administration, economics, marketing, finance, urban planning, or a closely related field 
desired; Master’s Degree in Economic Development, Planning, or Business Administration 
preferred; three or more years of work experience in Public Relations, Financial or 
Industrial Development or related field; or any equivalent combination of education and 
experience which provides the required knowledge, skills and abilities. 
Grant writing, graphic arts and project management experience. 
Leadership, computer and internet proficiency, oral/written communication and consensus 
building skills. 
 


