Job Title: Community Development Specialist
Department: Economic & Community Development
Reports To: Community Development Program Manager / Director of Economic & Community Development

About SCTDD:
The South Central Tennessee Development District (SCTDD) is an association of 35 municipal and 13 county governments in southern middle Tennessee organized to advocate and promote economic and community development within the region.

Position Overview:
The Community Development Specialist supports the mission of SCTDD by assisting local governments in identifying, developing, funding, and implementing community and economic development initiatives. This position plays a key role in coordinating grant programs and promoting projects that enhance regional growth, infrastructure, and quality of life across Southern Middle Tennessee. 

Key Responsibilities:
· Assist in the administration of grant funded community development projects, such as Community Development Block Grants, Local Parks and Recreation Funds, Appalachian Regional Commission Grants, Infrastructure Planning Grants, Tourism Enhancement Grants, etc. and other projects as required
· Ensure grant compliance with state and federal regulations, maintain thorough records, and prepare monthly/quarterly/annual reports as needed
· Work with local governments and partner organizations to identify community needs, plan, and implement community development projects and programs
· Assist in the planning, preparation, and writing of grant proposals to secure state and federal funding for community development projects
· Build and maintain effective working relationships with local governments, state agencies, and community partners 
· Provide technical and administrative support to member cities, counties, and nonprofit organizations related to project development and grant management
· Research the economic, social, and demographic status of southern middle Tennessee and respond to data requests from within the SCTDD region

Required Knowledge:
· Strong project management, analytical, and organizational skills
· Ability to administer grants in accordance with state and federal regulations
· Ability to interpret state and federal programs and make explanations to local officials, community partners, and the board
· Ability to write and prepare grant applications, community studies, and other documents in accordance with local, state, and federal guidelines
· Ability to make public presentations and to express ideas clearly, concisely and convincingly
· Knowledge of sources of information and statistical analysis techniques
· Experience with federal and state funding programs such as CDBG, EDA, ARC, etc. 
· Proficiency in Microsoft Office
· Ability to travel within the district

Qualifications:
· Bachelor’s degree from an accredited four-year college or university in public administration, business administration or related field
· 2–4 years of experience in community or economic development, grant writing/administration, or local government preferred
· Must be able to pass a criminal background check.
· Must possess a valid driver’s license and proof of vehicle insurance with at least $100,000/300,000 limit of liability coverage.
Working Conditions:
· Primarily office-based with regular travel throughout the district for site visits, meetings, and public outreach
· Occasional evening hours required for public events and project coordination
