THE VILLAGE OF

m Village of Homewood
JOB POSTING

HOMEWOOD for
Assistant Director of Community & Economic Development
Equal Opportunity Employer Village Manager’s Office

A diverse community of nearly 20,000 residents located 25 miles south of Chicago, the Village of
Homewood offers miles of tree-lined streets through pedestrian and cyclist-friendly neighborhoods that
all connect to thriving business districts. Homewood’s award-winning downtown is recognized by
numerous national and regional news outlets because of its active and lively environment. A variety of
outdoor festivals throughout the year, including one of the area’s longest running farmers’ market, bring
residents together and showcase the Homewood business community to visitors. Continuous brick
paved sidewalks and active public spaces create endless opportunities for social interaction as well as
one-of-a-kind shopping and dining.

The Village is excited to recruit its next Assistant Director of Community & Economic Development.
Reporting to the Director of Community & Economic Development, this position provides leadership
and professional support for planning, zoning, economic development, business retention and
recruitment, grant coordination, communications, and special projects. The Assistant Director is
responsible for technical review and administration of land use regulations, implementation of the
Comprehensive Plan, preparation of Board and Commission materials, and serving as staff liaison to the
Planning & Zoning Commission and Appearance Commission.

The position works closely with developers, business owners, residents, and Village departments to
guide development projects, administer zoning and sign regulations, coordinate Tax Increment
Financing (TIF) activities, prepare grant applications, and support community engagement and
marketing initiatives. The successful candidate will demonstrate strong leadership, customer service,
communication, and project management skills while effectively balancing multiple priorities.

The successful candidate will possess a Bachelor's degree in Planning, Public Administration,
Architecture, or a closely related field (Master's preferred), with at least three (3) years of progressively
responsible planning or community development experience, preferably in municipal government. AICP
certification is preferred. Experience with zoning administration, economic development, grant writing,
and public engagement is highly desirable.

The position is full-time, non-exempt, with a salary range of $108,158-$144,990. The Village offers an
excellent benefits package, including medical insurance, Illinois Municipal Retirement Fund (IMRF)
participation, deferred compensation options, and paid leave.

Only emailed application packets (application and resume) will be accepted. To apply, please submit a
single PDF document to Terence Acquah, Assistant Village Manager, at tacquah@homewoodil.gov. The
application and full job description can be found on the Village’s website at www.village.homewood.il.us
under the Employment section. Applications are due August 7, 2026.

The Village of Homewood is an Equal Opportunity Employer
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POSITION OVERVIEW

Reporting to the Director of Community & Economic Development, the Assistant Director of Community & Economic
Development is responsible for administrative, leadership, and professional work associated with community and
economic development activities including zoning, planning and business retention/recruitment and assigned economic
development work. The position also coordinates special projects including planning studies, grant applications, and
communication and engagement activities. Work involves performing responsible technical review, analysis, and
evaluation in the administration of the comprehensive plan, sign code, zoning ordinance, and appearance/design
guidelines, and other related matters. Works with considerable independence, and must exercise high levels of good
judgment, leadership, tact and diplomacy.

ESSENTIAL JOB FUNCTIONS

e Performs a variety of high-level administrative professional tasks, including oversight and administration of the
Village’s land use regulations including zoning and planning activities.

e  Assists with the creation and review of materials for Village Board and various commission meetings, including the
preparation of agenda packets.

e Engage and assist developers in navigating the Village’s entitlement processes.

e Has responsibility for the maintaining and updating of the Village’s Comprehensive Plan including land use,
transportation, housing, neighborhood revitalization, historic preservation and economic development elements.

e Oversees data collection and analysis for reports and studies, conducts field inspections, and prepares zoning
amendments.

e Serves as staff liaison to the Appearance Commission and Commission as assigned by preparing agendas, coordinating
public meetings, and presenting staff recommendations regarding planning, and zoning and economic development
matters

e Participates in the preparation and administration of budget.

e Responds to and resolves citizen inquiries and complaints.

e Assists with economic development activities, including business retention/recruitment, research and analysis,
community marketing and grant coordination.

e Completes review of business license and other municipal applications.

e  Assist with development of the Village’s Appearance Plan and other future plan documents

e Assist with administration of Tax Increment Financing (TIF) and other incentives including County and State incentives
program.

e Lead communications, campaign and other initiatives, including preparation of marketing materials, maintenance of
available properties listing, social media, and website maintenance.

e Serve as an active member of various interdepartmental problem solving and task oriented teams.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES

For successful performance in this position, the incumbent will need to demonstrate the following:
KNOWLEDGE (of):
e Thorough understanding of land use planning & zoning and development process.
e Knowledge of Microsoft Office Suite software including but not limited to Word, Excel, Powerpoint, and Access
e Design software such as, Canva, Adobe Indesign and/or Illustrator, or other relevant design softwares
e  ArcGIS with knowledge of data collection, management, and/or publication and map/storymap creation
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e Plan review, including knowledge of review practices architectural plans and similar types of drawings

e Plan writing skills, including experience writing

e Writing skills appropriate for a municipal setting, including ordinances, resolutions, and policies to support
municipal economic development and planning decisions

e Principles and practices of professional leadership.

e Principles and practices of interpersonal relationship development.

e Project management, research methods, and principles, practices, and techniques of composing and editing
informational material.

e Economic development opportunities and means of expanding the tax base by encouraging investment from both
inside and outside of the community.

e Principles and practices of social and professional adaptation.

e General employment policies, principles, and practices of management, leadership, and supervision.

SKILLS:
e Excellent customer service, analytical, communication (both verbal and written), and interpersonal skills.
e Strong creative, strategic, analytical, organizational, and personal skills, with experience in managing multiple
projects at a time.
e Ability to confidently and positively engage, work, collaborate and communicate with department-level and
advisory board and committee stakeholders and leaders.
e Leadership skills to engage people and communicate well with employees, residents, and stakeholders.

ABILITY (to):

e Take direction but work independently, with the ability to effectively prioritize and organize workload.

e Work with other Village departments as needed to develop planning and economic materials for a variety of
audiences.

e Analyze problems, identify alternative solutions, project consequences of proposed actions, and implement
recommendations in support of goals.

e Communicate effectively with non-technical staff to explain complex technology and solutions.

e Exercise a high degree of discretion and courtesy in dealing with the public.

e Maintain confidentiality and exercise discretion in managing sensitive information.

e Communicate effectively with non-technical staff to explain complex technology and solutions.

e Establish and maintain effective working relationships with internal and external customers. Prepare clear and
concise reports, records, budgets, memoranda, correspondence, and other documents.

e Work effectively in a team-based organization focused on continuous improvement; establish and maintain a
positive customer service attitude and effective working relationships with customers; demonstrate strong two-
way communication skills, including the ability to listen, explain, and facilitate; ask for input; and, offer help.

e Maintain a professional attitude and attire - appearance appropriate for daily public contact, and consistent
attendance with advance notification of absences.

MINIMUM POSITION REQUIREMENTS/QUALIFICATIONS

EDUCATION AND EXPERIENCE

e Bachelor’s degree from an accredited four-year college or university in planning, architecture, public
administration, or a closely related field; Master’s degree in pertinent fields.

e A minimum of three (3) years of progressively responsible planning and administrative experience; or, any
combination of education, experience, and training that provides the requisite knowledge, skills, and abilities listed
above.

e Some municipal experience desired.

LICENSES AND CERTIFICATIONS

e Possession of, or ability to obtain, an appropriate, valid driver’s license.
e American Institute of Certified Planners certification is preferred.
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ENVIRONMENTAL AND PHYSICAL DEMANDS

ENVIRONMENTAL
e Employee will predominately work in an office environment with light to moderate noise levels and controlled
temperature conditions.
e May be required to adjust work schedule to be present for early morning meetings and/or evening meetings as
needed.

PHYSICAL
e  While performing the duties of this job, the employee is frequently required to sit, talk, walk, and hear; use hands
to touch, handle, feel, or operate a computer; reach with hands and arms; and occasionally lift and/or move up to
50 pounds.
e Employee must be able to occasionally operate a motor vehicle to drive to other Village facilities, events, or external
meetings.

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential
functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

JOB DESCRIPTION ACKNOWLEDGEMENT

POSITION TITLE: Assistant Director of Community & Economic
Development

[ understand that nothing in this position description restricts this organization's right to assign or reassign duties and

responsibilities to this job at any time. I also understand that this position description reflects the assignment of essential

job functions; it does not prescribe nor restrict the tasks that may be assigned. I further understand that this position

description may be subject to change at any time due to reasonable accommodation or other reasons.

DATE RECEIVED:

I have reviewed this document and discussed its contents with my supervisor, and I fully understand the nature and
purpose of this position description and its related duties.

%"‘/% oAt Noah Schumerth

DIRECTOR OF ECONOMIC & COMMUNITY DEVELOPMENT PRINTED NAME
SIGNATURE

Terence Acquah

ASSISTANT VILLAGE MANAGER’S SIGNATURE PRINTED NAME
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