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Position Overview  
 
The Economic Development Officer will work on the priorities set out by the Temagami 
Regional Economic Development Corporation and the Municipality of Temagami. They 
will facilitate development of housing, new and existing industries, businesses and 
services in the Municipality of Temagami for the purpose of expanding the economy of 
the community, providing local employment opportunities and strengthening the tax 
base of the Municipality. They will also be responsible for securing funding for economic 
development activities as well as for municipal capital projects and other programs. 
 
Essential Job Functions  
 
Economic Development  
Review of past Economic Development related documents  
 
Assist with the development of the Temagami Dry Trademark.  
 
Assist with development of a joint corporation with the Temagami First Nations to 
jointly manage, the Lake Temagami Access Point and other joint initiatives as identified. 
 
Assist with the development of an updated Tourism Asset inventory. 
 
Assist with tourism related initiatives for the Temagami Chalet/Interpretive Centre, 
White Bear Forest Trail network, viewing platforms and the Temagami Fire Tower.  
 
Assist in the development of the framework, policies and implementation plan related to 
usage, equipment rental, fee structures, and Indigenous Heritage components. 
 
Assist in creating downtown revitalization/waterfront development initiatives. 



Assist in identifying and marketing residential, commercial, industrial, tourism and 
economic opportunities. Initiating and conducting discussions and negotiations with the 
private and public sectors. 
 
Assist in the development and implementation of a marketing Strategy for the 
municipality. Assist in developing strategy to enhance sports tourism and tourism 
activities. 
 
Provide the necessary support to continue to explore opportunities and solutions to 
improve broadband/cellular service for the area. 
 
Identify and implement additional opportunities for the Temagami Train Station, 
including the return of the Ontario Northland passenger rail service. 
 
Identify and support the implementation of "Green Solutions" including low emissions 
for buildings and waste diversion. 
 
Identifying and promoting improvements to and expansion of existing businesses and 
industry. Identifying and promoting new business and or industrial opportunities. 
 
Maintaining an updated community profile and other relevant documents in order to 
promote the Municipality of Temagami. 
 
Funding  
Proactively seeking and sourcing funding and grant opportunities for projects and 
activities in coordination with department managers and the Board of Directors as 
necessary. 
 
Maintaining a list of active funding applications and assist as necessary in regular 
reporting in accordance with funding application guidelines. 
 
 
Liaison  
Maintaining active contacts with the relevant agencies at all levels of governments. 
Developing the necessary contacts and networks related to economic growth 
 
Participating in regional economic planning activities as required. 
 
Acting as a coordinator and facilitator of interactions between governments, other 
communities, businesses, industries and community organizations.  
 
 
Promotion and Marketing  
Acting as a spokesman to the media for area economic development activity.  
 
Preparing press releases and participating in media interviews regarding Municipal and 
area development. Preparing information and promotional literature.  



 
Preparation of marketing materials; i.e. Community Profiles, Tourism, Website, etc.   
 
Actively pursuing leads and prospects, which are a benefit to Temagami and area.  
 
Business Development  
Being first contact with developers from outside the community for site visits and 
statistics. 
 
Assisting potential entrepreneurs and established businesses in the area to develop their 
projects and provide them with the necessary resources i.e. funding contacts and 
training opportunities. 
 
Development of relationships with area businesses through various projects, i.e. 
Business Retention & Expansion and downtown revitalization. 
 
 
Administration  
Preparation of agendas, minutes, reports and supporting documentation for the 
Temagami Regional Economic Development Corporation.  
 
All typing and filing of relevant correspondence, reports, etc. 
 
Preparation of annual department budget and other financial statements. 
 
Bench marking and measuring of all incoming inquiries and consultations for the 
purpose of evaluation.  
 
Attending meetings of various government, community and business groups.  
 
Performs other related duties as required. 
 
Employee Health & Safety Responsibilities 
Carry out work in a safe manner, preventing safety hazards to the incumbent and others 
and actively participate in all municipal safety initiatives and trainings 
 
Report all hazards, incidents, accidents, near misses, injury or illness promptly to your 
supervisor. 
 
Follow all municipal policies and procedures as well as the Occupational Health and 
Safety Act.  
 
Qualifications/Experience Requirements 

A degree or certificate in Commerce, Economic Development, Marketing or Business 
Administration.  
 
Five (5) years related experience preferably in a municipal or board environment. 



 
Any equivalent combination of education and work experience and willingness to 
pursue training will be considered. 
 
Necessary Knowledge, Skills and Abilities: 

Ability to communicate effectively orally and in writing in English. Ability to 
communicate in French would be an asset. 
 
Ability to establish effective working relationships and interact with diverse groups of 
people. 
 
Ability to negotiate and close deals. 
 
Ability to build and motivate a team.  
 
Knowledge of formal and informal political processes.  
 
Ability to develop, maintain and utilize a network of contacts. 
 
Knowledge of existing government sponsored economic development initiatives and 
programs.    
 
Ability to conduct economic, demographic and market research.  
 
Ability to create a system to keep track of information relevant to economic 
development. 
 
Knowledge of the fundamentals of finance, accounting, project evaluation, marketing 
and legal process. 
 
Ability to accurately define and effectively address problems as they arise. 
 
Ability to set goals and develop plans to achieve them. 
 
Ability to manage stress. 
 
Operating knowledge of computers and the software. 
 
Operating knowledge of office equipment (Scanners / photocopiers / etc.). 
 
Operating knowledge of telecommunication systems (Telephone, cellular, answering 
services, etc.). 
 
Ability to work with minimal supervision. 
 
Ability to retain confidential information. 
 



Ability to work on a number of projects and tasks simultaneously and to prioritize and 
manage time accordingly.  
 
A valid drivers license is required and access to own vehicle is preferred. 
 
Demonstrated knowledge of funding programs and various funding application 
processes. 
 
Selection Guidelines: 

Formal application rating of education and experience; oral interview and reference 
check; job related tests may be required. 
 
The duties listed above are intended only as illustrations of the various types of work 
that may be performed.  The omission of specific statements of duties does not exclude 
them from the position if the work is similar, related or a logical assignment to the 
position. 
 
The job description does not constitute an employment agreement between the 
employer and employee and is subject to change by the employer as the needs of the 
employer and requirements of the job change. 
 
Working Conditions 

 
Travel will be required to meet with prospective businesses wishing to expand or 
establish a facility in the community/region and to attend authorized meetings, forums 
and courses, etc. 
 
Work is performed mostly in office settings.  Some outdoor work is required in the 
inspection of various land use developments and construction sites. 
 
The employee must occasionally lift and/or move up to 25 pounds. 
 
While performing the duties of the job, the employee occasionally works in outside 
weather conditions.  The employee is occasionally exposed to wet and/or humid 
conditions, or airborne particles. 
 
The noise level in the work environment is usually quiet in the office, and moderate in 
the field. 
 
 
 


