
 

 
Convention & Tourism  
Marketing and Sales Coordinator #02941 
City of Virginia Beach – Job Description 
Date of Last Revision:  03-23-2016 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  14 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Plan, direct and coordinate the promotion and marketing of Virginia Beach as a major convention and tourist 
destination; develop, administer and monitor annual marketing plan; and direct and coordinate special events 
promotion.  Also, coordinate development and sales efforts for group tour and travel packages; plan and 
coordinate specialized tourism public relations programs for the department of Convention and Visitor 
Development. 

 
Representative Work Functions and Responsibilities 
Assist the department director in the planning and development of a comprehensive marketing program 
for the maintenance and expansion of the City's domestic and international convention and travel 
markets, in order to increase visitor expenditures, tax revenues and employment: 
-Oversee the development and presentation of marketing plans and operating budgets for Convention 
and Tourism Promotion Division to effectively implement program objectives. 
-Interact with and participate in industry related organizations for the development and advancement of 
common goals. 
-Make oral and written presentations regarding the dynamics, economic impact and importance of the 
convention and tourism industry to the community. 
-Work directly with Convention Facility Manager, hospitality industry professionals and City officials to 
coordinate activities and maintain an appropriate level of communication. 
-Review, analyze and prepare reports on convention and tourism trends and activities to assist the 
executive planning function. 
 
Manage the activities of the other tourism professionals to ensure continued development and expansion 
of the City's tour and travel package sales program:  
-Develop with the advertising contractor an advertising program focused towards strengthening the City's 
position in the group tour package market.  
-Plan and coordinate participation, represent and promote the City at domestic and international group 
tour and marketplace trade shows to stimulate additional tourism spending in Virginia Beach.  
-Create travel related publicity opportunities by maintaining an affiliation with travel writers through 
personal contact and site inspection tours.  
-Develop and coordinate familiarization tours for travel agents, tour operators and motor coach operators 
to introduce the City in various markets. 
-Plan and coordinate tourism public relations programs and act as liaison to tourist related businesses 
and organizations to enhance communications within the industry and improve the quality of tourism in 
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Virginia Beach. 
 
Process complaints in response to visitor dissatisfaction reports. 
 
Perform special projects assigned by Department head.  
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 

Effectively assist in the management of a comprehensive Convention and Visitor Development Program; 

skillfully manage the development and presentation of comprehensive marketing plans and operating 

budgets; effectively manage a variety of tourism and visitor travel package sales programs; independently 

develop specialized tourism activities; stay abreast of amenities and opportunities available in the City 

and communicate to various tourist groups; maintain a professional demeanor while representing and 

promoting city to domestic and international markets; establish and maintain an effective rapport with 

tourism professionals; perpetuate effective relationships and communications with staff, City officials, and 

community to ensure the preservation of convention and visitor services; actively participate with industry 

related organizations whose objectives and programs contribute to the comparative reports on the results 

of promotional and sales activities for executive review. 

Minimum Qualifications 
Any combination of education (above high school level) and/or experience equivalent to eleven (11) years 

in fields related to the convention and tourism industry which provides the required knowledge, skills, and 

abilities. 

Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 
 

1. Knowledge of modern principles, theories, philosophy and techniques of convention and 
tourism development. 

2. Knowledge of the City of Virginia Beach, resort area, accommodations, attractions, events, 
recreational activities, etc. 

3. Knowledge of public relations, mass communications and media relations principles and 
activities. 

4. Knowledge of marketing, sales and advertising practices and principles. 
5. Knowledge of travel industry trends. 
6. Knowledge of departmental and divisional goals and objectives as related to designated 

tourism function. 
7. Knowledge of budgeting principles and administration of municipal government. 
8. Knowledge of public and business administration practices. 

B. Skills 
1. Skill in formulation, modification and expansion of special tourism, visitor services, public 

relations and group tour package sales programs. 
2. Skill in concise communications including but not limited to oral and written communications. 
3. Skill in sales, advertising, marketing and promotional techniques. 
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4. Skill in public relations techniques. 
5. Skill in establishing goals and objectives, developing action plans and monitoring 

performance. 
6.   Skill in the application of various federal, state and city regulations relating to the hospitality 
industry. 

C. Abilities 
1. Ability to evaluate and respond to the demands on the industry. 
2. Ability to represent the department and division to promote Virginia Beach as a resort and 

tourism destination. 
3. Ability to establish and maintain effective working relationships with the tourism professionals, 

general public, employees, business associates and city officials. 
4. Ability to maintain contacts with community leaders in business and professional 

organizations to promote and enhance the division's activities. 
 
5. Ability to plan, manage, supervise, and guide the work of others and monitor their 

productivity. 
6. Ability to travel as necessary to effectively execute the responsibilities of the position. 
7. Ability to project a positive image and represent the best interest of the City. 
8. Ability to make formal presentations concerning a variety of issues concerning convention 

and tourism promotion. 
 
 
 
Working Conditions 
The below stated working conditions are intended to provide a general overview of the environmental 
conditions inherent in the job setting, as well as the physical, mental, and sensory requirements 
necessary to perform the essential functions of positions in the noted job title.  A more detailed 
description will be made available at the position (PCN) level. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires sedentary work that involves walking or standing some of the time and involves exerting up to 
10 pounds of force on a regular and recurring basis and routine keyboard operations. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs professional level work requiring the application of principles and practices of a wide range of 
administrative and managerial methods in the solution of administrative problems and the coordination of 
entry level professional work; applies general understanding of operating policies and procedures to solve 
complex administrative problems; may require continuous, close attention for accurate results or frequent 
exposure to unusual pressure.  Ability to adapt to foreign languages, customs, cultures and currencies. 
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Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This job involves a risk of limited to no exposure to any environmental hazards. Requires frequent 
regional, national and international travel a week or more in duration with minimal time between trips; may 
work in a variety of weather conditions. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, and field of vision, hearing and speaking. 
 

 


