
   

  
 

Job Description 
  
 
Job Title:  Foreign Direct Investment Associate 
Department:  Business Development   
Reports To:  Manager, Foreign Direct Investment  
FLSA Status:  Exempt 
Salary: $42,600 
Location: Orlando  
 
 
BASIC PURPOSE: 
 
This job is responsible for assisting the Manager for Foreign Direct Investment with the 
implementation of policies and programs that encourage job creation, expansion and retention 
from foreign direct investment.  
 
ESSENTIAL ACCOUNTABILITIES or TASKS: 
 

 Coordinate project activities including updating databases, planning site visits, and 
organizing incentive applications. 

 Support recruitment outreach, including international and domestic recruiting and 
marketing trips, trade shows, and seminars, missions, including business and consultant 
appointment and event scheduling, assisting in identification of meeting targets, and 
communication outreach:  phone, email, mailings, web, while managing budget 
expectations. 

 Respond to information requests, including Requests for Information (RFI), Requests for 
Proposals (RFP), and prepare formal presentations for business prospects in 
partnership with economic development organizations and partners. 

 Work as support to the project management team on project specific business climate 
data research and data analysis to demonstrate Florida’s competitive business case:  
provide business climate data through acquisition, including web searching, using 
spreadsheet tools for investigating economic data and trends and statistical tools and 
database tools for analysis of datasets for presentation of findings in a concise form 
upon demand. 

 Provide input into foreign direct investment prospect development activities resulting in 
prospects locating in Florida. 

 Use Microsoft Office (excel, powerpoint) for the design, lay out and coordination of 
prospect proposals and multi-media presentations. 

 Creatively develops and transforms information and features of subject material into 
elements that are intended to enhance the message. 

 
 



   

SUPERVISION: 
 
Not applicable for this position 
 

ACCOUNTABILITY: Impact and Scope: 

No financial or other measurable accountabilities have been identified for this position 

 

MINIMUM QUALIFICATIONS REQUIRED: 

 

 Bachelors degree in business, marketing, economics or related course of study  

 Intermediate level competence with Microsoft Office applications 

 Strong organization and communication skills 

 Ability to multi-task, work with a team to accomplish tasks, and demonstrate time 
management skills 

 
PREFERRED QUALIFICATIONS: 
 

 Ability to effectively communicate in a pertinent second language  

 Masters degree in a related course of study may substitute for required experience 

 Experience working with economic development agencies, government agencies, and 
consultants 

 
 

Send resume with salary history to: hrdirector@eflorida.com 
 

EFI is subject to the Public Records Law and the Sunshine Law; therefore, submissions to this 
job announcement could be subject to public disclosure. 

 


