
TALENT URBAN RENEWAL AGENCY (TURA) 
Job Description 

Job Title: Executive Director/Project Manager 

Reports to: TURA Board of Directors Travel Required: Local 

Direct Reports: 

None 

Type of position: 

  Part-time, Limited Duration – 18 to 24 months 

Hours:  25 - 32 hours / week 

  Exempt            Non-exempt 

GENERAL DESCRIPTION   

Directs the activities of the urban renewal program with an emphasis on project planning and implementation for the Gateway 

Redevelopment Project.  Prepares and presents annual Agency budget, and manages and is responsible for all Agency assets. 

ESSENTIAL JOB FUNCTIONS 

 Project Manager for the Gateway Redevelopment Project: 

1. Community outreach and engagement regarding possible project re-design; 

2. Update/conduct economic feasibility analysis for any new project design; 

3. Identify and contract with project consultants; 

4. Develop and issue project RFP; 

5. Develop and manage RFP review and selection process; 

6. Develop and negotiate Development and Disposition Agreement and related documents in conjunction with Agency attorney; 

7. Manage financial transactions including payments to developer and any property transfers; 

8. Maintain project cost control and monitor compliance with budget; 

9. Oversee needed planning actions (lot line adjustments, etc.); 

10. Oversee infrastructure development responsibilities (roundabout extension, etc.); 

11. Manage other Agency responsibilities for project through build-out; and 

12. Finalize environmental assessment and clean-up process. 

 Agency Administrative Tasks: 

1. Manage Agency finances, including A/R, A/P, and audit; 

2. Develop Agency budget and secure adoption while meeting all State local budget requirements; 

3. Develop meeting agendas and staff reports and staff Board meetings; 

4. Hire outside consultants as needed; and 

5. Complete annual urban renewal agency report as required by State law. 

AUXILIARY JOB FUNCTIONS 

1. Other related duties as assigned.   

SUPERVISORY RESPONSIBILITIES 

Oversees professional and technical consultants and contractors. 

SUPERVISION RECEIVED 

Works under the direction of the Board of Directors of the Talent Urban Renewal Agency.  

 

 

RELATIONSHIP TO OTHERS 

Maintains frequent contact with Agency Board, City of Talent officials and staff, outside agencies, business representatives, and the 

general public. 

 

 

 

 

 

ACCOMMODATIONS 

The information contained in this job description is in compliance with the Americans with Disabilities Act (ADA).  To perform this job 

successfully, an individual must be able to perform each essential job function satisfactorily.  The qualification requirements, physical 

demands, and work environment described in this job description are representative of those an employee encounters while performing 

the essential functions of the job.  Reasonable accommodations may be made to enable an individual with disabilities to perform the 

essential functions of the job and must not prohibit the employment of a person with disabilities.   

  



QUALIFICATION REQUIREMENTS 

EDUCATION, TRAINING, AND EXPERIENCE 

1. Education:  Bachelor’s degree with major coursework in public administration, business administration, finance, or related field. 

2. Experience: A minimum of 5 years of experience in public sector administration and project management, including real estate 

transaction experience.  

3. Substitution: Any satisfactory equivalent combination of education, training, and experience which demonstrates the knowledge, 

skills, and abilities required to perform the duties of the job.  

SPECIAL REQUIREMENTS 

1. License:  Possession of, or the ability to obtain and retain, an Oregon driver license by the time of appointment, or otherwise have 

immediate point to point transportation available. 

2. Vehicle:  Possession of, or permanent access to, a personal vehicle. 

3. Other:  Pass Background Check; demonstrate knowledge and proficiency in the use of computer software. 

KNOWLEDGE, SKILLS AND ABILITIES 

Knowledge of: 

1. The principles and practices of urban renewal, public contracting laws, and local budget law; 

2. Advanced word processing, spreadsheet, presentation, and email software; and  

3. Proper vocabulary, spelling, grammar and usage. 

Related skills: 

1. Effective oral and written communications, including public presentations and preparation of written reports; 

2. Excellent planning and organization;  

3. Management of an RFP process, from developing and issuing to submission review and selection; and 

4. Excellent interpersonal skills with a commitment to delivering high quality customer service in a professional manner. 

Ability to: 

1. Gain an understanding of the goals and history of the Gateway Redevelopment Project in order to guide the community vision into a 

feasible development project;  

2. Establish and maintain effective and cooperative working relationships with city officials and staff, consultants, developers, 

contractors, and the general public; 

3. Make sound decisions on matters of major policy and on complex administrative and financial situations; 

4. Oversee and supervise personnel involved in Agency projects and daily operations; and 

5. Oversee the complex management of an Agency project.   

PHYSICAL DEMANDS 

(1) Mobility: frequent sitting for long periods of time; occasional bending or squatting.  (2) Lifting: occasionally up to 30 pounds. (3) 

Vision: constant use of overall vision; frequent reading, close-up work, and exposure to computer screens; occasional color and depth 

vision.  (4) Dexterity: frequent use of keyboard and repetitive motion.  (5) Hearing/Talking: frequent hearing and talking, in person, in 

public, and on the phone.  (6) Emotional/Psychological: constant coworker and/or public contact. 

WORK ENVIRONMENT 

Work is performed in a typical office environment utilizing a computer and a variety of other office equipment.  Local travel and 

attendance at evening meetings is required. 

ADDITIONAL INFORMATION 

The above statements are intended to summarize the nature and level of work and typical responsibilities and duties being performed by 

the employee in this job.  They are not intended to be an exhaustive list of all responsibilities, duties, knowledge, skills, or abilities 

required of the position.  The various responsibilities and/or assignments of this position may be unevenly balanced and change from 

time to time based upon matters such as, but not limited to, variations in the shift, work demands, service levels and management’s 

decision on how to best allocate department resources.  Any shift variations, emphasis or rebalancing of duties, responsibilities and/or 

assignments does not constitute a change in the job classification. 

 


