
Valley City – Barnes County Development Corporation 
Resource Development Specialist 
Position Description - November 18, 2020 
 
Accountable To:  Director of Development 
 
Purpose:  The Valley City-Barnes County Development Corporation is the lead organization responsible for creating 
employment opportunities and increasing capital investment.  Closely related is securing funding to establish and 
enhance other key areas of the community.  The Resource Development Specialist serves as the primary contact for 
grant research, writing and coaching to secure funds for various projects and activities. 
 
Scope:  The Resource Development Specialist is responsible for initiating, developing, coordinating and 
implementing specific activities and programs to: 

1. Assist the Development Corporation execute its primary mission of job creation 
2. Serve as the grant expert providing resources and support to secure grants 
3. Assist the Sheyenne Valley Community Foundation 

 
Specific Responsibilities to be Performed: 

A. Economic Development:  Approximately 35% to 45% of the position 
1. Work with and secure information from architects, engineers and city officials relative to 

infrastructure development, land, zoning, etc. for projects.   
2. Assist with Flex PACE projects which may include financial review and submitting and processing 

additional funding applications. 
3. Assist with tracking funding (actual revenues/expenditures and details) for major projects. 
4. Assist Barnes County businesses (primarily service and retail) by reviewing business plans and 

financial information to assist with expansion and new business opportunities in smaller 
communities.    

5. Cultivate relationships and assist with workforce development efforts, educational partnerships 
and funds for economic and community development purposes. 

6. Assist with marketing materials and communication.  Assist with public relations/presentations on 
a more limited basis. 

7. Assist with general client communication by drafting correspondence and developing general 
information relative to site selection criteria and community information.  Provide follow-up 
personal contacts as directed. 

8. Assist with general accounting including Flex PACE projects, accounts receivable, accounts payable, 
tracking city/county funds received, payroll (monthly, quarterly, annual reports), membership and 
other general financial duties. 

9. Attend and prepare minutes from Board and committee meetings for review by Director of 
Development. 

 
B. Resource Development:  Grant Research & Grant Writing, Community Development & Assistance:  

Approximately 50% of the position 
1. Research and develop potential sources of grant funds including corporations, foundations, 

individuals and governments through Internet searches and other means.  
2. Research, identify and assist with application(s) to secure funds for key program areas: education, 

healthcare, quality of place, infrastructure and non-profit needs. 
3. Investigate grant opportunities with major private companies and/or their foundations some of 

which have a presence in Valley City, Barnes County and North Dakota. 
4. Coordinate various groups to maximize grant potential and act as representative of a consortium of 

applicants where appropriate.  Secure support through letters and personal contacts from network 
of private individuals, companies, State and Federal officials, and others to secure funds.  Submit 
on-line applications in collaboration with applicants. 



5. Maintain a database, including web page links to the source, or master file of primary grant sources 
(top 25 to 50), uses of funds, expected deadlines (State and Federal) which change annually, 
project requirements, successful projects and funds awarded, and other pertinent information.  
The database includes identifying successful grants, those declined that could be resubmitted, 
grants discontinued, and others that represent “best chance” awards. 

6. Grant Coaching:  Provide technical and professional writing services and editing.  Review grant 
applications to ensure compliance with the program guidelines or RFP.  Assist in design and format 
of written or electronic reports and presentations to enhance grant applications. 

7. Assist community groups (City of Valley City, Barnes County, tourism, etc.) by identifying grant and 
loan sources.  Participate in planning, writing and editing grant proposals/applications.  Assist with 
submitting loan applications to Federal sources (USDA, EDA, CDBG).  Proposals may include 
companies with strong interest in cooperative partnerships with educational institutions that will 
enhance the goals of the Corporation.  Grants may include workforce training and economic 
development marketing grants. 

8. Identify individuals, foundations, corporations, and associations as potential sources of funds. 
9. Assist with specific initiatives as directed that support and enhance the goals and objectives of the 

organization.  Examples include Community Visioning Initiative, Student mentorship, Scenic Byway 
and North Country Trail or other community initiatives based on need and interest of the 
Corporation. 

 
C. Regional Technology Center Management:  Approximately 5% of the position 

1. Provide tenant support and handle building issues on a limited basis.  Assist with technical needs 
including RTC equipment, alarm and phone system and keys. 

2. Utilize computer system to access the alarm system, trouble shoot.  
3. Maintain on-line calendar and schedule events, training, etc. in the RTC. 

 
D. Sheyenne Valley Community Foundation:  Approximately 5% to 10% of the position 

1. Assist with event planning, fund raising and initiative planning 
2. Provide accounting services including accounts receivable, accounts payable, payroll and basic fund 

accounting.  Ensure correct entries are made to streamline the task of quarterly allocations and 
other fund management tasks by outside contractor 

3. Assist administrator in research/decisions related to accounting process. 
 
Qualifications 

1. Preferred Educational Requirements 
a. Bachelor’s degree (or equivalent education and experience): 

i. Business Administration 
ii. Management Information Systems 

iii. Communications or Marketing 
b. 2 Year Degree is acceptable provided that the candidate has at least 2 years of experience in a 

closely related field 
 

2. Desired Skills 
a. Experience in grant writing and web-based or other research 
b. Strong computer skills to develop tables, power points, spreadsheets and maintain access or 

another database 
c. Excellent oral and written communication skills 
d. Strong interpersonal skills 
e. Relationship building 
f. Public relations/public presentations 
g. Accounting and financial skills required including Excel spreadsheets and accounting software.  

QuickBooks is a plus. 
h. High degree of energy, self motivated, resourcefulness, organizational skills, and detail orientation. 
i. Self-starter with the ability to work independently and under deadlines. 



j. Knowledge of computer networks and network terminology (servers, remote access, etc.) is a plus.    
k. Ability to conduct research (on-line and other means) for specific projects/needs 
l. Ability to use social media to post and update information (i.e. Facebook, Twitter) 

 
3. Wages 

 
4. Benefits 

a. Retirement – 3% Employer Match 
b. Paid Time Off 
c. Medical – 60% of the premium paid by employer, begins day 1 

 

Interested candidates must submit a letter of application, resume and writing sample to: Jennifer Feist, 
Director of Development, by email at vdg@hellovalley.com or mail at 250 West Main Street, Valley City, ND 
58072 no later than 5:00 pm on Wednesday, December 23, 2020.  For more information, please call 701-840-
7820. 
 
Writing Sample: 
Please provide approximately half a page answering one of the two questions below: 

• What 3 words describe you and why? 

• What is one challenge you overcame and how? 

mailto:vdg@hellovalley.com

