
Open Job Announcement 
Executive Director 

Starting Salary: $40,000-$65,000/ annually (DOQ) 

Enthusiasm for Fallon and Churchill County. Passion for economic development. Unifying collaborator. Clear 

Communicator. If these terms describe you, consider employing your skills and talents as the new Executive Director for 

the Churchill Economic Development Authority (CEDA). CEDA is looking for a self-motivated, well organized, multi-

tasking individual who is willing to proactively develop creative and effective solutions to address economic development 

in Churchill County and the City of Fallon, and who is willing to actively identify, set out, travel to, pursue, and correspond 

with potential leads in order to sell the benefits of Churchill County and the City of Fallon and to close the deal. 

The incumbent, under the CEDA Board’s direction, promotes and oversees the economic development activities of CEDA. 

Duties of the position include, but are not limited to, the following: 

 Promotes CEDA’s mission and economic development functions, including business retention and attraction. 

 Collaborates with individuals and organizations to support the development of jobs and business opportunities; 

coordinates CEDA activities with external agencies and associations. 

 Works directly with Churchill County, The City of Fallon, the Fallon Chamber of Commerce, the Highway 95 

corridor group and the CEDA Business Council in all areas of economic development including but not limited to 

marketing Churchill County, facilitating leads and site visits, collecting data, and promoting investment in the 

community; 

 Supervises staff (currently three individuals). 

This is an at-will position, which answers directly to the CEDA Board of Directors. Note: The selection process, from the 

very beginning, will be conducted in an open forum. Applicant names and/or application materials will be discussing in 

public early on in the selection process.  

MINIMUM QUALIFICATIONS 
If you have a disability and believe you reequire an accommodation for the disability, please contact Deborah Stewart at 

(775) 423-8587. 

 Experience in economic or business development, 

marketing and recruitment, mediation and negotiation, 

business financing and/ or small business counseling or a 

similar field. 

 

 Knowledge of economic development tools, including 

loans, grants, enterprise zones, development agreements, 

and various incentive programs. 

 

 

 While not a requirement for the postion, a Bachelor’s 

Degree in Business or Public Administration or a related 

field is preferred. 

 Must reside in Churchill County of the City of Fallon. 

(Candidates outside Churchill County of the City of 

Fallon must be willing to relocate to Churchill 

County or the City of Fallon within six months after 

date of hire.) 

 

 Possesion of, or ability to obtain and maintain., a 

vaild State of Nevada drivers license. 

 

 Any combination of education and/or experience that 

could likely provide the desired knowledge and 

abilities. 

 

APPLICATION PROCEDURE: 

Announcement materials are available at the Churchill Economic Development Authority, 448 W. Williams Ave, Suite 103, 

Fallon, Nevada, and online at www.cedaattracts.com. Submit a resume, cover letter and answers to the supplemental 

questionnaire to the above-noted address by 5:00 PM on February 21, 2017. Application materials will be taken on an 

ongoing basis until the position is filled. Your resume, letter and questionnaire must clearly show your qualifications for 

the position to receive further consideration.  

This announcement is generally descriptive of the duties and qualifications for the job. It is not to be construed as an expressed or implied contract.  

This is not a Churchill County or City of Fallon position. This position is hired by, and reports to, the Churchill Economic 

Development Authority (CEDA) Board of Directors. 

http://www.cedaattracts.com/


 

 

 

Summary: Under the direction of the Board of Directors, actively promotes the CEDA mission and facilities the 

economic development activities of the Authority. Prepares annual work plan, objectives, and budgets for the 

Board’s approval. Keeps Board informed regarding progress on work plan and expenditures in all budget 

categories. Makes recommendations, when appropriate, for modifications of the work plan and budget for 

promotion of economic development.  

Essential Job Functions: Performance of these functions is the reason the job exists. Assigned job tasks/duties 

are not limited to the essential functions. Incumbent(s) may not be required to perform all duties listed, and may 

be required to perform additional, position-specific tasks.  

 Promotes the Authority’s economic development mission, including business retention, attraction, and job 

creation. 

 Prepares annual work plan, including the development of performance metrics, by which CEDA’s 

performance will be measured.  

 Collaborates with individuals and organizations to support the development of jobs and business 

opportunities. Works directly with Churchill County, the City of Fallon, the Fallon Chamber of 

Commerce, the Highway 95 Corridor Group, and the CEDA Business Council in all areas of economic 

development including but not limited to: marketing Churchill County and the City of Fallon; identifying 

potential leads having a legitimate interest or potential legitimate interest in locating in Churchill County 

and/or the City of Fallon; seeking out, traveling to, actively pursuing, and corresponding with potential 

leads; planning and facilitating lead and site visits; selling potential leads on the benefits of Churchill 

County and the City of Fallon and closing the deal; collecting data; and promoting investment in the 

community.  

 Supervises the activates of the CEDA office in researching, planning, organization and conducting 

economic development activities; supervises the activities of the Small Business Development Center 

(SBDC) satellite office in Fallon; supports and promotes the activities of the CEDA Business Council. 

 Represents the Authority at meetings and economic development functions and is encouraged to serve on 

boards, commissions and committees to promote and enhance the Authority’s programs and services. 

 Selects and supervises staff; conducts staff training and development; reviews and evaluates staff 

performance; disciplines staff as necessary; meets, discusses and provides direction to staff regarding 

work assignments and projects. 

 Performs a variety of administrative activities including budgeting, financial management, employee 

scheduling, payroll reporting, membership dues billing and report processing.  

 Researches, writes, obtains, and administers grants; develops fundraising activities for the purpose of 

obtaining grant-matching revenues.  

 Acts as liaison between the Authority and local public entities, keeping them informed on the activities 

and progress of the Authority; discusses potential leads and efforts made relating to potential leads, to the 

extent allowed by law, with Churchill County and the City of Fallon upon their request in a clear, concise, 

and organized manner; attends council and commissioner meeting when necessary.  

Title:  Executive Director                                                                            
Prepared: 12/29/2005                                                                                                                          FLSA: Exempt 
Updated: 01/26/2017                                                                                                                           Revision#: 4 



 

 

 

 

Executive Director 

Supplemental Questionnaire  

Please write up to 400 words in response to each of the following five items. Be sure to include your name on 

each page you submit. Your responses will be reviewed for content and presentation. A complete response to 

each of the items is required. 

 

1. If selected for the position, what are the first steps you would take to begin carrying out CEDA’s mission? 

 

2. What economic development challenges do you see facing this community currently? 

 

 

3. What steps would you take as Executive Director of the Churchill Economic Development Authority to 

address the economic development challenges you outlined in Question 2 above? 

 

4. Describe a success you have had in developing collaborative relationships among various entities from 

start to finish. 

 

5. From your work experience, describe a creative and effective solution you have implemented to address 

economic development.  

 


