
 
 

Capitol Riverfront BID 
Employee Job Description 

February 12, 2018 
 
Job Title: Reports To: 
Vice President of Planning & Development President of BID 
 
Salary Range: Commensurate with skills and experience. 
 
Job Description 
The Vice President of Planning & Development is responsible for the 
development and management of the BID’s research programs, database sets, 
and economic development initiatives. The Vice President will be responsible for 
managing the BID’s Planning Analyst and developing and maintaining datasets 
that support the BID’s business attraction, marketing, and overall efforts to create 
a vibrant mixed-use neighborhood. The real estate market and business 
information collected and developed by the Vice President will serve to maintain 
the BID’s reputation as a reliable information clearinghouse and serve as the 
basis for new office and retail attraction campaigns. This will include tracking 
data on all development projects in the BID; maintaining accurate property owner 
databases; tracking public investments in the BID; maintaining demographic 
databases and information on the area; and conveying this information in written 
and graphic form for use by the BID and its stakeholders. The Vice President will 
be involved in original research and market feasibility analyses of the BID and its 
industry segments, as well as working with office and retail brokers to obtain 
information and leads in those market segments. The VP will work with the 
President on the implementation of recommendations for increased transit 
accessibility and circulation strategies, as well as public art strategies. 
 
Responsibilities & Duties 
The Vice President’s responsibilities and duties shall include but not be limited to 
the following activities: 

 Research and maintain a project development database for the BID and 
issue quarterly Development Reports. Maintain project listings for office, 
retail, residential, and hospitality/tourism projects that can be displayed on 
the website and used in publications. 

 Research and maintain a listing of existing and planned public 
investments in the Capitol Riverfront BID, including major transportation 
and infrastructure projects. 



 Research and maintain a database on each BID square and parcel that 
includes accurate information on ownership, mailing address, zoning, land 
use, assessed value, value of land and improvements, improvements on 
the parcel, planned development, etc. 

 Maintain a list of active office and retail brokers, reach out to these brokers 
and set meetings for briefings or tours on the Capitol Riverfront. 

 Work with the President to host broker events in the neighborhood twice a 
year that may involve an educational seminar, tours and reception. 

 Research and maintain demographic information on the BID that can be 
used in business development and retail attraction efforts. This will include 
accessing and using Co-Star and US Census data. 

 Conduct the Annual Perceptions Survey of the BID’s employee and 
resident populations, as well as visitors to the neighborhood; tabulate and 
summarize the information for use in marketing campaigns, business 
attraction efforts, and publications. 

 Maintain the development “build-out” scenario of BID parcels and analyze 
the impact it will have on the BID budget – undeveloped vs. developed 
scenarios. 

 Periodically update the Fiscal Impact Analysis of the BID recently 
completed by RCLCO. 

 Coordinate individual research and feasibility projects to support BID work 
programs and business attraction efforts. Track trends in the local and 
regional real estate market and various industry clusters as needed to 
inform property owners and to assist in business attraction and marketing 
campaigns. 

 Oversee the development of the BID’s Annual Report and State of the 
Capitol Riverfront summary. Oversee the development of other 
publications including the Retail Opportunities brochure, the market 
segment boards, the BID development map summary, and other market 
segment publications. 

 Interface with the BID team on the maintenance of the BID website so that 
all information, data, publications, and graphics of such site are current 
and up to date. 

 Work with the President on the BID’s retail attraction program including 
interfacing with the DC Economic Partnership on ICSC convention efforts, 
producing the BID’s Retail Opportunities brochure, setting meetings with 
retailers and retail brokers at ICSC conventions, and making presentations 
on the BID’s retail opportunities to retailers and retail brokers. 

 Create maps for the BID that illustrate current conditions such as access 
and parking, transportation systems, street circulation, project delivery 
schedules, retail opportunities, etc. 

 Interface with BID property owners, developers, and brokers to 
understand their respective development projects, plans and schedules for 
development. Publish these development summaries each quarter for 
dissemination to board members, property owners and brokers. 



 Maintain and update a database of project images and photos of BID 
buildings and conditions.  

 Research and assist in the creation of business development campaigns 
for office, residential, retail and hotel attraction. Develop PowerPoint 
presentations in collaboration with the President for use in presentations 
to brokers, investors, and retail and restaurant prospects. 

 Coordinate research and feasibility analysis that support transit 
accessibility strategies for the neighborhood, such as the proposed 
north/south transit connection to Union station. 

 Assist the President in preparations for BID board and membership 
meetings, as well as BID executive committee meetings – attend and 
participate in those meetings as needed. 

 Manage the work programs and work efforts of the Planning Analyst – this 
position will be a direct report to the Vice President. 

 Provide staff support for the BID’s committee structure as necessary. 

 Other duties, tasks and responsibilities as assigned by the President. 
 
Credentials and Experience: 

 Required: 7 years of related work experience in similar fields of planning, 
economic development, and research management. 

 Master’s degree in Urban Planning, Real Estate, or similar degree or 
additional relevant experience. 

 Work experience at a BID is desired but not a requirement. 

 Candidates must exhibit excellent verbal and written communication skills, 
an ability to manage multiple projects with limited supervision, be a team 
player, and have computer and database management skills. 

 Job requires proficiency in Microsoft office products PowerPoint, Excel, 
and Word, Adobe Photoshop, and GIS. 

 
This job will require occasional evening and weekend hours for meeting 
attendance and staffing of events. For more information about the Capitol 
Riverfront, please review our annual report at: 
https://www.capitolriverfront.org/_files/docs/annual_report_2017.pdf 
 
For more information about the neighborhood, please visit our website at 
www.CapitolRiverfront.org and be sure to watch our promotional video. 
 
Application Requirements: 
For consideration, please email cover letter with salary requirements along with 
resume as PDF documents to: 

michael@capitolriverfront.org 
Please use the subject line: VP of Planning & Development 

 
Submissions without requested items may not receive full consideration. 
References will be requested of candidates who receive further consideration. 
Final candidates may be subject to credit and criminal background checks. 

https://www.capitolriverfront.org/_files/docs/annual_report_2017.pdf
http://www.capitolriverfront.org/
mailto:michael@capitolriverfront.org


Applications will be accepted until 4 PM on 2/28/18. No phone calls please. Due 
to the volume of applications we receive, we are unable to respond to queries 
about application status and will only reach out to candidates we pursue further. 
 
Other Details of the Position 

 The Capitol Riverfront BID is an equal opportunity employer with 
competitive benefits that include medical, dental and vision care, as well 
as an employee retirement contribution program. 

 The Capitol Riverfront BID is a 501(c)(6) nonprofit organization. 

 This is an exempt position and is not eligible for overtime. 
 
The Capitol Riverfront BID oversees a 500-acre neighborhood in southeast 
Washington, DC just five (5) blocks south of the US Capitol Building and on the 
western shore of the Anacostia River. The neighborhood is home to the 
Nationals MLB stadium, the new Audi Field, the Federal US DOT headquarters 
office building, 15 acres of new city parks including the awards winning Yards 
Park and Canal Park, over 16 million SF of new development, 34,000 
employees, and 8,100 residents. At build-out the neighborhood will achieve over 
37.5 million SF of new, mixed-use, high-density development. The neighborhood 
is located on Metro’s Green Line and is served by the Navy Yard/Ballpark Metro 
station. 


