
 Economic Development Rep Coordinator Position Description 

Kentucky Cabinet for Economic Development 

 
The full-time Economic Development Rep Coordinator position will play an integral role 
within the Office of Research & Public Affairs, and will be based in Frankfort, KY. This 
position will support the recruitment and retention of business and industry in Kentucky 
by researching and collecting data important to Kentucky’s economic development 
efforts; reporting on various factors relevant to business development and communicating 
research effectively for marketing purposes. Collection and maintenance of demographic 
data sets from various sources will be a high priority. 
 
Key Responsibilities: 

 
 Develop process for analysis and routine collection of multiple demographic data sets 

and industrial/community resource data. Compiles into resource documents and/or 
appends to database tables. 

 Contacts business and industry representatives regarding their development or 
expansion/growth in the state of Kentucky.  

 Develop a sound knowledge of CED programs as well as federal, state and local tax 
data, workforce statistics and state demographics.  

 Develop extensive knowledge of the CED business and industry database as well as 
other business databases, provide routine maintenance and updates, generate reports 
and respond to requests for information. 

 Compile information and prepare charts/graphs for collateral materials. 
 Compile and analyze complex data sets and prepare charts, graphs, reports and other 

content for business development and marketing purposes. 
 Communicate research findings in a clear and concise manner for marketing purposes 

to assist in the promotion of economic growth. 
 

The successful candidate should be able to demonstrate the following: 

  

 Professional, proactive, highly responsive work approach with an ability to identify 
and generate new opportunities to use research data for business development 
purposes.  

 Ability to work independently and with minimal supervision, but also to collaborate 
with Cabinet staff, management and economic development partners.  

 Ability to handle sensitive and confidential information with discretion and respect. 
 Ability to anticipate needs of office and co-workers. 
 Excellent time management, organizational, verbal and written communication skills, 

and a keen attention to detail.  
 Comfortable performing a wide variety of tasks. 
 Proficiency with Excel and MS Office Suite. 
 Practical problem solving skills. 
 Inquisitive and coachable, with a positive attitude and eagerness to learn.  

 



Education / Experience Minimum Requirements: Graduate of a college or university 
with a bachelor’s degree. Must have three years of experience in industrial development, 
economics, research, business, marketing or a related field. Experience in one of the 
above areas will substitute for the required college on a year-for-year basis. 
 
How to Apply: Interested candidates must complete an application for the Economic 

Development Rep Coordinator (39934BR) position at https://careers.ky.gov no later 
than April 18, 2015. Applicants and employees in this classification may be required to 
submit to a drug screening test and background check.  
 
Equal Opportunity Employer M/F/D 
  

https://careers.ky.gov/

