
***RECRUITMENT NOTICE*** 
Business Development Specialist 

 
Agency Title: Incen�ve Manager 

Announcement No. 26424 
Salary Range: $93,069 -$119,916 

Opening Date: 6/4/2024 
Closing Date: 6/25/2024 

 
Overview:  

The Office of the Deputy Mayor for Planning and Economic Development (DMPED) assists the Mayor in 
the coordina�on, planning, supervision, and execu�on of economic development efforts in the District of 
Columbia with the goal of crea�ng and preserving affordable housing, crea�ng jobs, and increasing tax 
revenue. DMPED pursues policies and programs that create strong neighborhoods, expand and diversify 
the local economy, and provide residents with pathways to the middle class. More informa�on is 
available on the DMPED’s website at dmped.dc.gov.  

DMPED is seeking a Business Development Specialist (Incen�ve Manager) for its Business Development 
& Strategy unit. The Business Development Unit fosters a strong and equitable local economy through 
the implementa�on of DCs economic development strategy by suppor�ng exis�ng businesses and 
entrepreneurs, atrac�ng new businesses and forging partnerships between government, business and 
communi�es that encourage economic growth.  

Posi�on Descrip�on:  

The Business Development Specialist will serve in the role of Incen�ve Manager, implemen�ng the 
Business Reten�on, Expansion, and Atrac�on (BREA) strategy by administering financial business 
incen�ve programs like the Vitality Fund and the Crea�ve and Open Space Moderniza�on (COSM) Tax 
Rebate, and recommending other financial and non-financial incen�ves designed to retain exis�ng 
companies and atract new companies to the District of Columbia. The District’s BREA strategy is 
designed to posi�on DC as an ideal loca�on for companies to invest and incen�ve programs provide 
financial support to encourage companies to relocate to or expand in DC. The incumbent of this posi�on 
will work directly with businesses, brokers, site selectors, government agencies, and economic 
development partners to market business incen�ve programs, administer individual incen�ve awards, 
conduct research into business incen�ve best prac�ces, and make recommenda�ons for addi�onal 
incen�ve programs or policies that can help the District achieve its economic development goals. The 
incumbent of this posi�on will report to the Director of Business Atrac�on and Expansion and work 
closely with other members of the BREA team. 

 

Specific responsibili�es include:  

• Serve as the Project Manager for companies applying for the Vitality Fund and COSM  



• Engage with prospects looking to relocate to or expand in DC, and develop incen�ve proposals that 
include par�cipa�on in available District government programs, use of exis�ng financial incen�ves, and 
the poten�al development of new financial incen�ve programs.  

• Receive and review applica�ons for incen�ves, conduct economic impact analyses and due diligence, 
and make recommenda�ons for awards.  

• Engage with other units at DMPED, including the Office of the General Counsel and the Contracts, 
Procurement, and Grants Team, to move applica�ons through the incen�ve awarding process, including 
dra�ing and rou�ng eligibility cer�fica�on leters, grant agreements, and other administra�ve 
documents.  

• Interface with other District government agencies as necessary, to ensure incen�ve recipients 
understand and are compliant with applicable laws and regula�ons.  

• Monitor monthly, quarterly, and annual repor�ng for incen�ve recipients to ensure businesses comply 
with program requirements and work with businesses to cure any deficiencies or modify awards as 
necessary.  

• Compile, evaluate, and present informa�on about incen�ve programs to determine the return on 
investment and community benefits, and recommend any modifica�ons necessary to ensure programs 
con�nue to serve the District’s economic development goals. • Provide one-on-one assistance to 
companies to navigate incen�ves offered by DMPED and other incen�ves that may be offered by other 
District government agencies.  

• Develop and update program materials and marke�ng collateral, including one-pagers, presenta�ons, 
guides, and the website.  

• Engage with economic development organiza�ons such as the Washington, DC Economic Partnership 
(WDCEP), local Chambers of Commerce, and Business Improvement Districts (BIDs) to promote incen�ve 
programs.  

• Maintain a database of project records and schedules for businesses receiving incen�ves within the 
Business Development Unit CRM (Microso� Dynamics and Smartsheet).  

• Track latest developments in businesses atrac�on, expansion, and reten�on incen�ves at state, local, 
and interna�onal levels, and iden�fy trends and opportuni�es to shape the District’s programs.  

• Conduct research into other financial and non-financial incen�ves that may be beneficial for 
businesses that are expanding or loca�ng in the District, and incen�ve best prac�ces, including grants, 
tax incen�ves, workforce programs, permi�ng assistance, and other programs. 

• Occasional atendance at mee�ngs and events at night and on weekends.  

• Other du�es as assigned, which could include responding to general inquiries from companies 
interested in reloca�ng to or expanding their presence in the District, preparing briefing memos, crea�ng 
presenta�ons, and dra�ing talking points.  

 

 



Experience/Qualifica�ons:  

• Bachelor’s degree (required) or Master’s degree (preferred) with focus in business, finance, economics 
or related field preferred.  

• Demonstrated advanced experience with Microso� products (Word, Excel, PowerPoint, SharePoint, 
Teams) is required.  

• Experience with CRM Databases and data management preferred (Microso� Dynamics, Salesforce, 
Smartsheet).  

• Familiarity with economic development programs, processes, and project management focused on 
business atrac�on, expansion, and reten�on at a public or private en�ty.  

• Familiarity with the District of Columbia’s neighborhoods and business environment is preferred.  

• At least 3-5 years of similar work experience in corporate atrac�on, site selec�on, public or private 
finance, business incen�ve management, or real estate development; economic and business 
development related experience preferred.  

• Experience in or knowledge of one of the following sectors is preferred: technology and innova�on, 
biotechnology, professional services, educa�on, research, and consul�ng services.  

• Ability to manage mul�ple projects and meet compe�ng deadlines. 

• Excep�onal planning and organizing skills, including an ability to lead projects independently.  

• Strong aten�on to detail.  

• Team oriented and very collabora�ve.  

• Effec�ve oral and writen communica�on skills, including the ability to communicate complex incen�ve 
policies and program requirements to mul�ple audiences.  

• Entrepreneurial thinking and crea�ve problem-solving skills are highly welcomed.  

• Desire to leverage skills to serve the public interest required; interest in local economic and community 
development preferred.  

 

Salary: This posi�on is a grade 13 on the District government’s career service salary scale. The salary 
ranges from $93,069 to $119,916. Actual salary is determined by a variety of factors including: years of 
experience, applicant qualifica�ons, internal equity comparisons and the agency organiza�onal 
structure.  

 

Applica�on Process: This posi�on is posted on the DC government’s Department of Human Resources 
website. Interested applicants are encouraged to follow the steps below to apply for the posi�on:  

Please click the following link  

https://careers.dc.gov/psc/erecruit/EMPLOYEE/HRMS/c/HRS_HRAM_FL.HRS_CG_SEARCH_FL.GBL?Page=HRS_APP_SCHJOB_FL&Action=U&


• In the Search Jobs sec�on, enter 26424 
 

• Click on the job requisi�on en�tled Business Development Specialist  

 

If you are having technical issues, please contact DCHR at (202) 442-9700 

 


