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Position Description 

Economic Development Director:  
Kitchen Incubator & Incubator Intensive Program, Circular Colorado Development Center (CEDC) 

Purpose and Scope: This full-time position entails providing direction, management, and 
coordination for the Circular Colorado Development Center (CEDC), Kitchen Incubator, and 
Incubator Intensive programs at the Business Incubator Center. The role requires adherence to 
Colorado laws and regulations, passion for economic development and building entrepreneurial 
ecosystems. 
 

Responsibilities: 
 

General Organizational Support: 

1. Collaborate with the Front Desk Staff member to ensure up-to-date policies and 
procedures. 

2. Support the Front Desk Manager in maintaining coverage during absences. 
3. Coordinate with staff and vendors to ensure proper functioning of IT equipment. 
4. Assist other program staff in operational support for events as needed. 
5. Plan and execute the annual Small Business Expo. 
6. Identify, fundraise, and apply for grants to support programs. 
7. Interest in government affairs and policy to promote organizational mission. 
8. Maintain confidentiality of proprietary or sensitive information. 
9. Assist in creating case studies and collecting KPIs as requested by the CEO. 

 

Incubator Kitchen Program: 

1. Liaise with the Health Department to ensure kitchen clients comply with regulations and 
licensing. 

2. Provide scheduling support for kitchen clients. 
3. Maintain tenant database, files, and compliance paperwork. 
4. Collaborate with the marketing team to promote kitchen clients. 
5. Work with the CEO to optimize space operations based on industry best practices. 
6. Support recruitment and orientation of new members and volunteers. 
7. Develop an outreach plan to attract new tenants. 
8. Facilitate access to mentoring and technical support for clients. 
9. Coordinate community events and member outreach efforts. 
10. Ensure cleanliness and organization of the space. 
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Incubator Intensive Program: 

1. Mentor and consult with Incubator intensive businesses to foster growth. 
2. Collaborate with the marketing team to promote the program and its businesses. 
3. Develop an outreach plan to attract new program business tenants. 
4. Conduct tours and meetings with potential companies. 
5. Ensure compliance with leases, insurance, and policies. 
6. Manage space keys and facilitate technical assistance for businesses. 
7. Monitor and evaluate business performance and report to the CEO. 
8. Maintain up-to-date business information in the database. 
9. Coordinate financial reviews and goal sessions with businesses and mentors. 
10. Organize business meetings and assistance programs. 

 

 

CEDC Satellite Office Coordinator (Part-time): 

1. Serve as liaison between Circular Colorado and BIC. 
2. Attend regional events to raise awareness about CEDC and BIC. 
3. Maintain event attendance records. 
4. Manage stakeholder registry and contact log. 
5. Lead regional stakeholder projects for sustainable development. 
6. Maintain project management dashboard via CEDC website. 
7. Assist with implementing regional end market solutions. 
8. Collaborate with BIC to support aligned businesses. 
9. Facilitate cross-collaboration between BIC and Circular Colorado initiatives. 
10. Develop educational materials on circular economy principles. 
11. Report to BIC's CEO while collaborating with Circular Colorado leadership. 

 

GJMakerspace Operational Support: 

1. Provide operational support for GJMakerspace. 
2. Manage scheduling for volunteers and members. 
3. Maintain member and volunteer qualification records. 
4. Collaborate with the marketing team to promote the GJMakerspace. 
5. Ensure optimal operation of the space based on industry best practices. 
6. Support recruitment and orientation of new members and volunteers. 
7. Facilitate access to technical and business support for members. 
8. Coordinate monthly meetups and community events. 
9. Maintain cleanliness and organization of the space. 
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Working Relationship: Direct supervision by the CEO. Collaboration and seamless handovers 
and flexibility with the BIC team are essential for optimal efficiency. Independent action with 
minimal supervision is required. 

 

 

Specifications/Qualifications: 

• Bachelor's degree or equivalent experience in business, management, or economic 
development. 

• Proficiency in computer applications and organizational skills. 
• Prior entrepreneurial experience is advantageous. 
• Personal characteristics: Professional demeanor, positive attitude, community-driven, 

team player, and ability to maintain confidentiality. 
• Compliance with city/state/federal laws and OSHA regulations is essential. 

 

Other: 

• Flexible schedule with occasional nights/weekends and/or travel. 
• Full-time exempt position with a salary range of $57,000 to $63,000, plus full benefits. 
• Applications reviewed on a rolling basis. 

To apply, please send your resume and cover letter to dbollig@gjincubator.org. 


