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Job Description 

Position Title: Economic Development Officer – Business Retention & Expansion (BR&E) 

Reports To: Manager, Business Development 
Functional Support: Lead, Business Systems & Operations, Economic Development 
Officers (EDOs) 
Location Burlington, ON (Hybrid – office and community-based outreach) 
Employment Type: 1 year contract  

ABOUT DISCOVER BURLINGTON  

Burlington's official economic development and destination management organization, 
Discover Burlington exists to strengthen Burlington's economy. On behalf of the City of 
Burlington, we deliver economic development services that attract investment, support the 
growth of local businesses, foster entrepreneurship and innovation, and position 
Burlington as a vibrant destination to visit, invest, work, and do business. 

 Our work is funded through a combination of funding from the City of Burlington and 
Municipal Accommodation Tax (MAT) revenues, with tourism revenues (or the MAT) 
reinvested to support destination development, visitor experiences, and initiatives that 
contribute to Burlington's long-term economic prosperity 

ROLE PURPOSE 

The Economic Development Officer – Business Retention & Expansion (BR&E) is 
responsible for leading our efforts to support the growth, resilience, and competitiveness 
of Burlington’s existing business community. 

Working under the direction of the Manager, Business Development, and in coordination 
with the Lead, Business Systems & Operations and other Economic Development Officers, 
this role delivers a structured and proactive Business Retention & Expansion program, 
including corporate calling, business outreach, and sector engagement. 

As a primary point of contact for local businesses, the role focuses on relationship 
management, issue resolution, and business support, while working collaboratively with 
the City of Burlington to facilitate business expansion and navigation of municipal 
processes. 

This position is highly relationship-driven, proactive, and solutions-oriented, supporting 
both the day-to-day needs of Burlington businesses and broader economic development 
objectives through data, insights, and coordinated engagement strategies. 
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CORE RESPONSIBILITIES & FOCUS AREAS 

1) Business Retention & Expansion (BR&E) Program Delivery 

• Lead the planning, coordination, and continuous improvement of  BR&E program.  

• Conduct proactive business outreach through corporate calling, site visits, surveys, 
and meetings.  

• Identify business needs, opportunities for expansion, and emerging risks to 
retention.  

• Coordinate responses to “at-risk” businesses in collaboration with internal and 
external partners.  

• Track and report on program activity, including business visits, issues resolved, and 
outcomes (jobs retained/created, expansions supported).  

 

2) Corporate Calling & Sector Engagement Coordination 

• Work collaboratively with the Lead, Business Systems & Operations and other EDOs 
to coordinate, and execute a structured corporate calling program.  

• Ensure consistent tracking, reporting, and follow-up through CRM systems and 
shared processes.  

• Support the development and delivery of sector engagement strategies, including 
coordinated outreach, stakeholder mapping, and engagement planning.  

• Identify cross-sector trends, shared challenges, and opportunities through 
coordinated team-based engagement.  

• Identify expansion opportunities, proactively identify issues with new investments, 
and problem solve with partners in municipal departments 

 

3) Business Relationship Management & Client Service 

• Serve as a primary liaison for Burlington’s business community, providing 
responsive and solution-oriented support.  
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• Build and maintain strong relationships with local businesses, industry 
associations, BIAs, chamber of commerce, and institutional partners.  

• Facilitate ongoing engagement with key employers to support retention and 
reinvestment.  

• Support communication and storytelling of business needs, challenges, and 
successes to inform economic development priorities. 

 

4) Business Support & Development Facilitation  

• Coordinate with City departments (planning, building, engineering, finance) to 
support business expansion projects for due dilligenceand business planning and 
resolve issues impacting business expansion timelines or feasibility in coordination 
with the Advisor, Business Development and Facilitation 

• Identify and elevate systemic issues or barriers impacting the business environment 
to support ongoing process improvement.  

 

5) Data Management, Insights & Reporting 

• Maintain accurate records of all business interactions within CRM systems.  

• Analyze data and feedback from BR&E activities to identify trends, gaps, and 
opportunities.  

• Monitor local economic activity, including business expansions, closures, and 
sector performance.  

• Contribute to reporting, briefings, and presentations for leadership and 
stakeholders.  

 

6) Sector Development & Workforce Alignment 

• Support sector-specific retention and expansion initiatives aligned with our 
priorities.  

• Collaborate with workforce development partners to connect businesses with talent 
pipelines, training programs, and employment services.  
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• Identify opportunities to strengthen industry clusters, supply chains, and local 
business networks.  

 

7) Internal Collaboration & Cross-Functional Alignment 

• Collaborate with internal investment attraction and marketing functions to:  

o Share business intelligence and insights  

o Identify expansion and reinvestment opportunities  

o Support the promotion of local business success stories  

• Coordinate with external partners including utilities, post-secondary institutions, 
and provincial/federal agencies to support business growth.  

• Act as the voice of Economic Development and the business community in cross-
functional committees and external engagement.  

 

KEY RELATIONSHIPS 

• Internal: Manager, Business Development; Lead, Business Systems & Operations; 
Economic Development Officers; Destination Development and Marketing Team  

• External: Local businesses; industry associations; BIAs; chamber of commerce; 
City of Burlington staff; post-secondary institutions; provincial/federal partners  

 

QUALIFICATIONS & COMPETENCIES 

Required / Strongly Preferred 

• Post-secondary education in Business Administration, Economics, Planning, or a 
related field.  

• Minimum two (2) years of experience in economic development, business retention, 
or a related field.  

• Strong understanding of economic development principles, BR&E practices, and 
business operations.  

• Preferred candidates will have a working knowledge of municipal processes, 
including land use planning and development approvals.  
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Core Competencies 

• Strong relationship management and stakeholder engagement skills.  

• Self-starter with the ability to work independently and proactively (including 
corporate calling/outreach).  

• Solutions-oriented problem solver with strong facilitation skills.  

• Excellent communication, presentation, and interpersonal abilities.  

• Strong analytical and organizational skills with attention to detail.  

• Ability to work collaboratively across teams and partner organizations.  

Systems & Tools 

• Experience using CRM systems and data tracking tools.  

• Proficiency in Microsoft 365 and/or Google Workspace.  

• Ability to analyze and report on data to support decision-making.  

 

WORKING CONDITIONS 

• Combination of office-based work and community/business outreach.  

• Regular travel within Burlington for meetings and site visits.  

• Flexibility required for occasional early morning, evening, or event-related 
commitments. 

SALARY RANGE:  

Competitive salary ($75,000 - $90,000) plus comprehensive benefits (health and dental) 
and professional development opportunities. 

APPLICATION PROCESS:  

Please submit a resume and cover letter to info@discoverburlington.ca by midnight on July 
31, 2026. Please include in your cover letter a clear statement on why you’re interested 
in this role and organization. 

 


