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Job Description:  Economic Development Coordinator 

Position Reports to:  Director of Community & Economic Development 

About Lancaster City Alliance 

Lancaster City Alliance (“LCA”) is a non-profit that cultivates partnerships in the City of Lancaster, Pennsylvania, with 

business, local communities, the arts, education, non-profits and government to ensure Lancaster is a clean, safe 

and vibrant City for all. For more information on LCA and the City of Lancaster, please visit lancastercityalliance.org. 

Role Overview 

The Economic Development Coordinator will play a key support role to the Director of Community & Economic 

Development in advancing economic development and driving positive outcomes in the City of Lancaster by 

providing direct assistance to the business community, property owners, real estate developers, among others, 

through the delivery of relevant expertise and vital financial assistance tools. The Economic Development 

Coordinator will provide critical logistical support for critical data collection and  the successful implementation of 

Lancaster City Alliance’s various economic development programs. 

General Responsibilities and Essential Functions 

▪ Directly support the President and Director of Community & Economic Development in the implementation

of Building On Strength, the Lancaster City Alliance-developed and -led Economic Development Strategic

Plan for the City of Lancaster (2015-2030), to include coordination with plan stakeholders and advisory

groups and ensuring strategic alignment with Our Future Lancaster; the City of Lancaster’s new

Comprehensive Plan; management of data collection and measuring of implementation progress; business

recruitment, outreach, and retention; supporting the advancement of real estate development projects; and

other relevant activities.

▪ Provide administrative support for the organization’s key economic development programs including the City

Revitalization & Improvement Zone (CRIZ) Program, Keystone Innovation Zone (KIZ) Program, and Façade

Improvement Grant Program in coordination with the Director of Community & Economic Development.

▪ Provide direct administrative support for the CRIZ Program, including processing of application

fees, application materials, etc.; assist prospective CRIZ Small Business Financial Assistance

Fund grant and loan applicants with navigating the application process; draft correspondence to

applicants and beneficiaries of CRIZ financial assistance; among other responsibilities.

▪ Collaborate with the Community Engagement Manager to manage the Façade Improvement Grant

Program, including management and tracking of projects and accounting support to include

processing of matching funds and payments to contractors.

▪ Under the direction of the Director of Community & Economic Development, manage the Keystone

Innovation Zone (KIZ) Program, including recruiting new businesses to participate to grow the

program and assist participating businesses with compliance.

▪ Serve as key liaison on the team providing direct support to small businesses.
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▪ Support small business retention efforts. 

▪ Serve as primary lead working with prospective small businesses looking to locate in the City, 

working as a liaison between the business and property owners/real estate brokers to find 

commercial space and coordinating access to financial resources. 

 

▪ Maintain and frequently update Lancaster City Alliance’s existing inventory of property ownership, uses, and 

vacancies for Downtown and the City’s Commercial Hubs. 

 

▪ Coordinate activities for the organization’s advisory and action-oriented groups including, but not limited to, 

Banker’s Briefings, Finance Squad, and City Transportation Roundtables. 

 

▪ Work with Director of Community & Economic Development and Director of Communications to develop 

promotional materials for the organization’s key economic development programs, including development of 

written content/narrative. 

 

▪ Establish, build, and maintain close working relationships with community contacts, business and property 

owners, commercial real estate brokers, government officials, economic development partner organizations, 

and others to advance economic development efforts to maintain Lancaster City Alliance’s reputation as a 

“trusted steward.” 

 

 

Experience/Skills Required 
 

▪ Bachelor’s degree in community development, banking/finance, urban planning, economic development, 

real estate development, and/or a related field. Master’s degree a plus. 

▪ At least one year of relevant experience in a relevant or related field. 

▪ Research and data collection/management capabilities.  

▪ Understanding of basic finance and economics principles. 

▪ Ability to communicate complex information/concepts to the general public. 

▪ Strong customer-service orientation. 

▪ Excellent verbal communication and interpersonal skills. 

▪ Thorough knowledge of English grammar, spelling, and punctuation. 

▪ Strong writing skills for correspondence, program marketing materials, and other documents. 

▪ Strong computer skills, particularly Microsoft Word, Excel, PowerPoint, and Outlook.   

▪ Experience in program administration/project management, including planning, budgeting, and marketing a 

plus. 

▪ Experience working with the government and the general public a plus. 

▪ Spanish-language writing and/or speaking capabilities a plus. 

▪ GIS experience a plus. 

 

 

Benefits At A Glance 

Lancaster City Alliance offers the following benefits to employees: 

▪ Paid Time Off and Paid Holidays 

▪ Health, Dental and Vision Coverage 

▪ Short-Term and Long-Term Disability 

▪ Retirement Savings Account with Company Matching 




