



POSITION


The Economic Development Corporation in Warren County is seeking an Economic Development 
Coordinator. This is a part-time position primarily responsible for organizing meetings, documentation, 
and communication tasks with flexible work hours M-F for no more than 20 hours per week.


RESPONSIBILITIES


• Schedule, communicate, organize, and provide materials for Board of Directors meetings and 
Committee meetings including minutes, reference materials, resolutions and deliverables


• Coordinate and schedule staff calendars and events


• Organize and maintain office files and digital records


• Routing inquiries and phone calls to appropriate team member


• Act as liaison with IT support on IT issues


• Support (as available) other staff in membership, events and organizational activities


SKILLS


• Positive team member skills with acumen a must


• Strong communication skills


• Experience in office or organizational administration preferred


• Basic office software proficiency


• Degree in business administration helpful but not required


BENEFITS


• Flexible work schedule M-F


• Federal Holiday Schedule


ABOUT EDC WARREN COUNTY


EDC Warren County leads the effort to attract new investment, industry, and jobs as well as 
support existing businesses. Through strong working relationships with public and private sector 
leaders at all levels, EDC aims to meet the economic needs of incoming and existing community 
members through public forums, individual engagement, and collaboration with local 
government. We are a small staff who work together to ensure a sustainable economy and 
community for all.


