
 

 
 

 

Economic Development & Special Projects Coordinator 
24 Month Contract   

POSTING No. 201958 

Come join our team! We are looking for a candidate that shares our corporate values of Honesty, 

Excellence, Team, Fun, Creativity and Respect. These values are second nature for the successful 

candidate and are demonstrated in their work and interactions with colleagues and the community.  

You are an economic development professional who has comprehensive knowledge of leading 

economic development, entrepreneurial and investment practices and trends.  You are an innovative 

thinker, with strong communication skills; a client-focused and solutions-oriented mindset and a 

knowledge of affordable housing best practices.   

The Economic Development and Special Projects Coordinator assists in implementing key divisional 
and corporate cross-departmental priorities, including the Economic Development, Innovation and 
Culture Division’s work plan, with a focus on project coordination, research and analysis, logistical 
support, strategy development and implementation, and the development and delivery of an 
Affordable Housing program.  Working in collaboration this position contributes to making Halton Hills 
one of the best places to live, work, play and invest.    
 

Accountabilities: 
 
Economic Development  
(approximately 75% of time) 
 

• Provide professional advice and recommendations on assigned economic development 
matters to Senior Management, Committees and Council 

• Lead and/or assist with the development and delivery of key strategic initiatives, plans, studies 
and/or programs 

• Act as a subject matter expert on key local economic industry sectors, including advanced 
manufacturing, logistics, food and beverage, and clean technology 

• Research, develop and maintain Sector Profiles for target business sectors 

• Support implementation of the Economic Development and Tourism Strategy  

• Assist with the delivery of a comprehensive Business Retention and Expansion program, 
including the establishment and coordination of a business visitation program 

• Assist with the delivery of the Business Concierge program 

• Support implementation of the Foreign Direct Investment (FDI) Strategy 

• Research and develop Business Cases to showcase local investment opportunities 

• Support implementation of the Community Improvement Plan (CIP) program 

• Lead the review and implementation of the Community Improvement Plan (CIP) as it relates to 
affordable housing matters 

• Assist with the implementation of the Manufacturing Expansion Fund (MEF) program 

• Coordinate lead generation and investment inquiries, including marketing, inbound and 
outbound trade delegation logistics, and special events 

• Assist with the delivery of the Tourism Ambassador Program 

• Support Tourism and Arts & Culture initiatives by assisting with program and strategy 
development and/or implementation, communications, and by providing key event support 

• Prepare Terms of Reference for projects and oversee the work of external consultants, 
including project and budget management 

• Coordinate committees established for economic development projects, as assigned by the 
Director 

• Assist with the coordination of consultants and their work plans retained for capital projects 

• Identify, research and recommend strategic economic development and investment 
opportunities 

• Liaise with business, industry representatives and organizations to encourage investment 
attraction, and business retention and expansion 

• Maintain a comprehensive CRM database 

• Research, develop, update and track economic development and affordable housing-related 
Key Performance Indicators (KPIs) 



• Coordinate and support the development of marketing materials and activities, including 
content development for a bi-monthly e-newsletter and media releases 

• Create economic development-related Social Media content for various campaigns and 
initiatives 

• Collect and analyze economic, housing and market data, and prepare regular economic 
development and market research reports 

• Assist with the development and content management, and periodic updates (with consultant 
support), for the www.investhaltonhills.com and www.visithaltonhills.ca websites 

• Represent the Town on various internal and external committees, including those of the 
Chamber of Commerce, BIAs, Halton Region, and project-specific committees, as required 

• Research and assist with the submission of external funding applications for economic 
development and affordable housing initiatives 

• Prepare reports and presentations to Council, Standing Committees, and internal and external 
committees and organizations 

• Maintain awareness of economic development and affordable housing matters and trends in 
surrounding municipalities, as well as provincially and beyond, and reports on any impacts on 
the Town 

• Respond to and coordinates internal and external inquiries, including managing an Inquiry Log 

• Attend Council, Committee and stakeholder meetings 

• Perform other duties as required 
 

Affordable Housing  
(approximately 25% of time) 
 

• Act as a corporate subject matter expert and coordinator for Affordable Housing matters  

• Research, develop and lead implementation of an Affordable Housing program 

• Promote affordable housing resources to community stakeholders 

• Coordinate and support the work of the Affordable Housing Working Group 

• Monitor policies, data and funding announcements at the regional, provincial and federal levels 
and reports on their implications on the Town’s affordable housing priorities  

• Lead and/or coordinate a Best Practices Review and Municipal Scan to inventory innovative 
approaches to addressing housing affordability 

• Maintain a database of affordable housing projects, applications and potential sites 

• Maintain ongoing communication with affordable housing stakeholders (e.g. Halton 
Region, Habitat for Humanity, Provincial government, Federal government, non-profit 
agencies, community groups and private sector developers) 

 

You possess: 
 

• Post-secondary education completed in economic development, business, commerce, 
planning, marketing or a related field 

• Minimum of three years’ experience in economic development (or a related field), and/or 
project management and development, community outreach and construction - preferably in a 
municipal environment and with affordable housing-related experience. 

• Strong computer skills, including MS Word, PowerPoint, Excel and contact database 
management 

• Membership with EDCO and/or EDAC and/or the Canadian Institute of Planners and Ontario 
Professional Planners Institute (MCIP, RPP designation), or working towards the designation 

• Certificate in Economic Development and/or professional accreditation from the Economic 
Developers Association of Canada (Ec.D), or working towards the certificate/designation 

• Thorough understanding of best practices related to affordable housing practices, incentives, 
financial tools and policies – including the National Housing Strategy, Halton Region’s 
Comprehensive Housing Strategy 

• Ability to think strategically and creatively, and use ingenuity to solve unique challenges 

• Knowledge of leading economic development practices and trends 

• Working knowledge of municipal development processes and private-sector requirements as 
they related to business development and affordable housing 

• Demonstrated ability to research, analyze and summarize information 

• Project management experience 

• Proficient in the use of information technologies, including Social Media 

• Ability to complete complex projects independently with minimal supervision and as part of a 
team 

• Ability to work well under pressure 
  

http://www.investhaltonhills.com/
http://www.visithaltonhills.ca/


• Demonstrated ability to develop and foster internal and external relationships 

• Excellent written, oral and presentation skills 

• Valid Ontario Class ‘G’ driver’s license and access to a vehicle for business purposes 
 

Compensation:  The range for this full time contract position is $39.73 to $47.29 per hour  
(Based on $72,310 - $86,085 per annum)   
 
Application: Qualified candidates may submit a detailed cover letter and resume in confidence to the 
Town by 4:30 p.m., January 22, 2020.  Please quote Posting No. 201958 on your cover letter. Please 
apply using only one method of application below. 
 
Email: humanresources@haltonhills.ca (preferred) 
 
Mail: Attn. Human Resources 
Town of Halton Hills 
1 Halton Hills Drive 
Halton Hills, ON L7G 5G2 
Posting No. 201958 
 

We thank all those who apply, but advise that only those applicants selected for an interview will be 

contacted.  The Town of Halton Hills is an equal opportunity employer.  Accommodations are 

available for all parts of the recruitment process.  If contacted for an interview, please advise the 

Human Resources staff of any measures you feel you need to enable you to be assessed in a fair 

and equitable manner.  Information received relating to accommodation measures will be addressed 

confidentially. 

Personal information is collected under the authority of the Municipal Act, 2001 (S.O. 2001, c.25) and 

will be used to select a candidate.  Questions about this collection should be directed to the Manager 

of Human Resources.   
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