
 

HUMAN RESOURCES 

DEPARTMENT 
City of Burlington 

________________________________________ 
179 South Winooski Avenue, Burlington, VT 05401 Voice (802) 865-7145 

    Fax (802) 864-1777 

              Vermont Relay: call 711  

    or 800-253-0191 

To:       Board of Finance 

From:   Julie Hulburd, Human Resources Generalist 

 Susan Leonard, Human Resources Director 

Date:    November 29, 2012 

RE:  Step placement for Nathan Wildfire, Assistant Director of Economic 

Development 

 

We respectfully bring forth a request from CEDO Director Peter Owens, to the Board of 

Finance that Nathan Wildfire, Assistant Director of Economic Development, is 

considered for step placement at step three (3), grade level nineteen (19) within the Willis 

classification system.  This request is pursuant to Burlington Comprehensive Personnel 

Policy, section 5.4 Compensation Plan, subsection A. Placement, which states: “To the 

extent that previous relevant experience equals or exceeds the necessary knowledge and 

skills, job duties and responsibilities of the position being sought, those specific and 

relevant years of experience (less the minimum number of year of experience required in 

the position description) may be converted to additional steps at a 2:1 ratio, up to a 

maximum of step seven (7)”.  
 

The required minimum qualifications for the position are five (5) years of experience in 

economic development and a Bachelor’s Degree in Community Development, Business 

Administration, Planning, Public Administration, or related field.  Mr. Wildfire possesses 

a Master’s Degree in Public Policy and Management and nine (9) years of relevant 

experience.  
 

Based on these qualifications, pursuant to Section 5.4(a) of the City of Burlington’s 

Personnel Policy Manual, Mr. Wildfire is eligible for placement at a step three (3).  This 

equates to a salary of $56,459.97 per year.  This annual amount is derived from the FY13 

Non-Union Pay scale. This request does not represent a change to the organizational chart 

for the department.   
 

Mr. Wildfire replaces Mr. Bruce Seifer who held this position for sixteen (16) years and 

was at the max salary for Grade 19.  On July 23, 2012, which was Mr. Seifer’s last day of 

employment his annual salary was $63705.67.   Considering the step placement requested 

above, and the salary in of the previous employee, there is a $7245.70 savings to the 

FY13 budget.  
 

Based on the Department Head’s request we respectfully seek Board of Finance approval 

to place Mr. Wildfire a step three (3) grade nineteen (19) to take effect immediately 

following Board of Finance Approval.   
 

Wildfire’s resume, cover letter, the City of Burlington job posting, Non-Union Grade 19 

band (FY13) and the CEDO Organizational Chart are submitted for your review. 
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Assistant Director of Economic Development 

Community and Economic Development Office (CEDO) 
 
 

POSTING DATE:  October 12, 2012                             DEADLINE TO APPLY: October 26, 2012 

RATE OF PAY:  $54364.94/annual                                POSITION STATUS: Regular FT 

EXEMPT/NON-EXEMPT: Exempt                   CLASSIFICATION GRADE:  19 Non-Union 

This position manages for Economic Development Division of CEDO.  Primary responsibility is the 

oversight of the City’s Economic Development policies and program development.   

ESSENTIAL FUNCTIONS: 

• Direct and oversee the administration and budget of all economic development programs. 

• Encourage and support the development of the City of Burlington’s economy through technical 

assistance, grant applications, legislative initiatives, and financial and technical assistance to 

Burlington area businesses. 

• Participate in the development of the City’s Consolidated Plan and other strategic planning 

documents. 

• Supervise the Economic Development staff in administering Business Revolving Loan Program 

and Rural Development programs. 

• Oversee the revitalization of the Pine Street Business District. 

• Community relations and promotion of economic development programs to the community. 

• Maintain regular contact with Housing and Urban Development (HUD) officials and other funding 

agencies on contract compliance issues. 

• Provide economic development information for plans, reports, and other documents related to 

CEDO’s funding sources. 

• Serve as CEDO’s point of contact for City Councilors, State Legislators and Congressional 

representatives on economic development. 

NON-ESSENTIAL FUNCTIONS: 

• Performs other duties as required 

MINIMUM QUALIFICATIONS: 

• Bachelor’s Degree in Community Development, Business Administration, Planning, Public 

Administration, or a related field (equivalent training and experience may be substituted  for 

educational requirements) required. 

• Five (5) years of responsible experience in economic development, small business management, 

including program management with demonstrated proficiency required. 

• Two (2) years experience advising small businesses preferred with the ability to critically evaluate 

small businesses and to provide them with support, information and advice. 

• Knowledge of budget development and administration, including capital development budgeting 

and grant administration required. 

• Knowledge of public and private sources for business financing.  Ability to package loans, 

including writing business plans and preparing financial projections, and to analyze financial 

feasibility of funding proposals. 

• Knowledge of construction methods, techniques, and financing. 

• Project development skills such as working knowledge of zoning process, building permit process, 

as well as, City, State, and Federal regulations. 

• Experience in grant-writing and municipal budgeting. 

• Ability to communicate effectively both orally and in writing. 

• Strong administrative abilities. 

• Experience in hiring and supervising employees and private contractors. 

• Experience in effective public process. 

• Experience in City, State, and Federal legislative process. 
 

Submit CITY OF BURLINGTON APPLICATION, cover letter and resume to: Human Resources Department, 

179 South Winooski Avenue, Burlington, VT  05401 To obtain an application visit www.burlingtonvt.gov/HR.  

Available in alternative formats for persons with disabilities. The City of Burlington does not discriminate on the 

basis of race, color, national origin, sex, sexual orientation, religion, age or disability in employment or the provision 

of services.  

Vermont Relay: call 7-1-1   

WOMEN, MINORITIES AND PERSONS WITH DISABILITIES ARE HIGHLY ENCOURAGED TO 

APPLY. EOE. 
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