
CITY OF MENTOR, OHIO
INTERNATIONAL TRADE ADMINISTRATOR
NATURE OF WORK

This is responsible professional work promoting economic development in the City of Mentor.  
Work involves responsibility for planning, researching, promoting, coordinating, and directly assisting economic development activity in the City with an emphasis on business expansion into international export markets and foreign business investment and attraction.  A particular emphasis is placed on manufacturing.   

 Work is performed under general direction of the Economic and Community Development Director and is reviewed through conferences and reports. 

ESSENTIAL JOB FUNCTIONS AND RESPONSIBILITIES
Creates, implements and promotes programs and policies focusing on business expansion opportunities in the city through export and foreign business attraction.
Organizes events to introduce programs, provide general and specific educational and training opportunities, and make available resources to businesses interested in accessing or expanding into export markets.
Establishes and maintains contacts with trade associations, trade centers, government agencies and officials, financial institutions, educational institutions, consulates, private business partners and other organizations in order to facilitate the connection and application of resources to local exporters.
Develops guidelines for local businesses interested in getting started in international trade and directly assists businesses with developing a strategic plan for market entry and long-range goals.
Actively engages with Mentor businesses to assist in identifying appropriate programs based on the company’s products or services and growth strategy.
Coordinates public, private, and non-profit resources needed to directly assist businesses in their efforts to begin and expand exporting.
Researches and identifies global business opportunities, suitable markets, and partnership opportunities that offer compatibility with individual city businesses, business clusters, or the city.
Assists in developing a marketing strategy and producing direct marketing material to promote the city as viable location for foreign investment.
Keeps abreast of state and federal economic development programs targeting international business expansion.
Researches and identifies grant opportunities to help fund activities related to increasing employment and investment through export initiatives.
Represents the city at export and international trade training and education programs and seeks out opportunities to enhance the city’s institutional knowledge on international trade, export, and foreign investment.
Explores the feasibility of establishing a Foreign Trade Zone, assists with its creation, promotes and assists with its operation.
Promotes and coordinates city participation in state and federal trade initiatives and missions.
Ensures foreign trade programs meet strategies and intended outcomes with specific measurable goals and prepares reports on an annual and as-need basis on the strategies, elements, outcomes and progress of the foreign trade program.
Answers public inquiries, and responds to requests for information such as assistance programs, training and education, trade opportunities, market data, tax structure and liability, and financing options and procedures.

Performs related duties as assigned.
REQUIREMENTS OF WORK

Graduation from a four-year college or university with major course work in international business or a related field; considerable experience in economic development or a related activity, with an emphasis on international trade; or any equivalent combination of training and experience which provides the following knowledge, abilities, and skills:

Considerable knowledge of international business, international trade, and foreign investment activities.

Knowledge and understanding of the process of business expansion into foreign markets through export.

Considerable knowledge of assistance programs offered to manufacturers and service providers interested in international markets.
Considerable knowledge of marketing principles and practices.

Considerable knowledge of economic development, finance, and business analysis.

Ability to research and analyze data and make recommendations for policies, programs, and strategies that will advance the city’s international trade and business expansion objectives. 
Ability to establish and maintain effective working relationships with industry and business representatives, city officials, and the general public.

Ability to communicate effectively both orally and in writing, including public speaking and presentations.
Maintains a professional personal appearance.
PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work is performed both in office setting and at multiple remote locations, hand-eye coordination is necessary to operate computers and various pieces of office equipment. 

While performing the duties of this job, the employee is frequently required to sit and talk or hear; use hands to finger, handle or feel objects, tools or controls; and reach with hands and arms. The employee is frequently required to walk, and occasionally lift and/or move up to 25 pounds. Specific vision abilities required by the job include close vision and the ability to adjust focus, to operate a motor vehicle, and to travel by commercial means of transportation.
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