
  
 

 

 

Economic Development Specialist 
 

The City of Alva, Oklahoma, is currently soliciting applications for the position of Economic 

Development Specialist.  The desired candidate will be responsible for performing economic 

development, implementation, planning, marketing, and research in order to broaden the retail, 

commercial and industrial base for the City of Alva. Additionally, the candidate will be 

accountable for developing grants, contracts and responding to other business investment 

opportunities that will allow the City of Alva to achieve its mission of economic growth and 

stability. 

 

The selected candidate will serve as the liaison between business and educational institutions and 

will be responsible for working with them to address and/or identify workforce issues and 

opportunities.  The Economic Development Specialist position:  is responsible for drafting 

prospect proposals for distribution to a variety of targeted audiences to promote and market Alva 

as a business location; conducts marketing presentations, tours, and is responsible for meeting with 

new and existing business representatives;  responds to businesses interested in relocation or 

expansion within the City of Alva;  represents the City Administration to various private enterprise 

and public agencies, and represents and promotes the City through participation on multiple 

committees, business roundtables, and strategic alliances to develop strong working relationships 

with key individuals in finance, real estate, development, and business; plans, schedules and 

coordinates special events, assists other city departments and divisions in coordinating special 

events;  designs, updates, and edits a variety of printed material including brochures, community 

profiles and other promotional and marketing materials;  attends economic development meetings 

and trade shows as required;  responsible for the creation of business, citizen and employee 

marketing promotions; and other duties as assigned. 

 

Minimum job qualifications include a bachelor’s degree in public administration, business 

administration, economic development, urban planning, or any other closely related field;  a 

combination of training and experience in place of a degree may be accepted. Additionally, a 

minimum of four years professional experience in economic development, re-development, or 

business assistance, including experience in program implementation, marketing and public 

information efforts (required). Certified Economic Developer (CED) certification is strongly 

preferred. Must also have a valid Oklahoma driver’s license and a vehicle for transportation 

purposes.  Annual salary range is $44,683.42 to $68,037.53, depending on education and 

experience. 

 

An application deadline of Monday, February 24, 2020, is established, or until filled.  Interested 

applicants should submit a cover letter, resume, five work-related references and salary history, to 

Oklahoma Municipal Management Services (OMMS), Alva Economic Development Specialist 

Executive Search, 1141 East 37th Street, Tulsa, OK, 74105, or email to recruiter@okmms.org.  

The City of Alva provides equal employment opportunities to all employees and applicants for 

employment without regard to race, color, religion, gender, national origin, age, 

disability/handicap, or status as a Vietnam-era or special disabled veteran in accordance with 

applicable Federal and State laws to include Title VII, Civil Rights Act of 1964. 


