JOB ANNOUNCEMENT

The Oklahoma Department of Commerce is accepting applications for the position described below.  Applicants should apply in writing to:  Oklahoma Department of Commerce, Human Resources J-564, 900 N. Stiles Ave., Oklahoma City, OK  73104, or via email to recruiter@okcommerce.gov.
Anyone interested in being considered must submit a resume, cover letter and a list of reference sources to Human Resources.  Review of applications will begin immediately.  Deadline is Monday, March 14, 2011.
POSITION:
Economic Development Finance Specialist & 


Urban Coordinator

DIVISION:



Main Street

SUPERVISOR:


Linda Barnett

JOB LOCATION:


Oklahoma City

SALARY:



$43,000-$46,000

JOB NUMBER:


J-564

RESPONSIBILITIES:  Assists in the coordination of economic development and related activities within the division and with other departmental programs, including participation in the design and development of planning, evaluation and decision-making systems, and providing necessary input for policy formation.

Provides technical planning assistance to municipalities and counties for profit and non-profit organizations, involving the initiation and continuation of comprehensive community programs, provides technical assistance to local government and private non-profit organizations relative to specific planning and economic development related problems and issues, may serve as a planner-in-charge of ongoing or projected projects.  Provides technical assistance and services for the Economic Restructuring Point and the Urban component of the Oklahoma Main Street Program.

Advises businesses of financing options by fielding inquiries about financing, structures financing packages using both public and private sources of capital, and communicates with diverse packagers, lenders and investors regarding the strengths, weaknesses, opportunities and risks of individual projects.

Independently prepares, as assigned, technically accurate and complete special or routing reports, position papers and feasibility studies, research efforts, and responses to correspondence.

Conducts and examines research studies and plans designed to determine the present and future availability and development of resources, facilities, and services that may be required by the State's citizens.

Plans coordinates, and assists the development, assembly and analysis of data relating to the performance of programs administered by the division, to the identification of community needs, and to the establishment of program priorities, rules, policies and procedures.

Assists in analyzing business plans and financing proposals to meet the underwriting criteria of both public and private funding sources.

Performs operational, marketing and financial analysis and other due diligence in response to inquiries concerning the specific needs of individual businesses.

Assists in identifying and coordinating networks of packagers, consultants, intermediaries, investors and potential funding sources.

KNOWLEDGE & SKILLS:  Experience in the analysis of business financial statements, credit analysis experience, business market and operation plan analysis experience.

Knowledge of potential business financing resources and experience in determining appropriate financing mix on a project.

Skill and experience in the development of requests for proposals, proposal rating criteria and in review and rating of funding applications, and the principles of economic development and their application.

Skill in administration and project management.  Skill in defining community needs and problems and formulating appropriate recommendations, in communicating clearly and concisely both orally and in writing; in establishing and maintaining effective working relationships with others; and in understanding and following complex oral and written instructions.

Experience on risk and collateral requirements.

Skill in portfolio administration and portfolio management.

EDUCATION:  Degree in Finance, Accounting, Economics, or related degree required with a Masters in Business Administration preferred.

EXPERIENCE:  Four years of experience in business management or consulting or an equivalent combination of education and experience, substituting one additional year of experience for each year of the required education.
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