
 

 
Aquarium Marketing Coordinator #02873 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-29-2022 

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 
Assist the Aquarium Operations Administrator in the planning and development of all marketing and 
public relations activities for the Virginia Aquarium in order to drive attendance, enhance the brand, and 
increase overall revenues.    
 
Representative Work Functions and Responsibilities 
Plan, direct and supervise the execution of marketing and public relations strategies using a 
combination of earned media, paid media, and owned media channels to position the Virginia 
Aquarium as a tourism attraction in the United States. 
 
Plan, direct and supervise programs and services in the areas of public and media relations which 
includes communication, advertising and marketing plans; graphic design; and visual communications. 
Serve as media spokesperson as needed. 

 
Manage the marketing and public relations operating budgets to effectively achieve all program 
objectives; develop marketing, social media and public relations priorities, goals and expected 
outcomes; and develop and monitor effective performance indicators and metrics to adjust strategies, 
goals, and expected outcomes, as needed.  
 
Assist Department leadership in directing the participation, representation and promotion of the Virginia 
Aquarium at conferences, trade shows and events; maximize opportunities to partner with other 
educational, recreational and tourism related venues to promote the Virginia Aquarium. 
 
Lead efforts to develop and apply summative market research and predictive analytics to understand 
changing market dynamics and to effectively target marketing and communications strategies. Interpret 
and disseminate market research in printed or electronic marketing materials; narrative and statistical 
reports; and a variety of publications; and identify, analyze and act on relevant trends. Track buying 
habits, demographic and sociographic characteristics of existing and potential audiences. Measure key 
benchmarks to ensure highly effective execution of marketing, sales, public relations and 
communications initiatives. 

 
Direct, supervise, monitor and evaluate performance of Department’s marketing and public relations 
staff and the Department’s advertising agency of record.  
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Work closely with Department leadership, hospitality and tourism industry professionals, Aquarium staff 
and volunteers, other City departments, City officials and the Aquarium's advertising agency to 
enhance communications, develop partnerships, identify marketing channels, participate in 
familiarization tours, and build connections to stimulate additional business and increase revenues 
through tourism, recreational, and educational spending. 

Create travel and tourism related publicity opportunities by maintaining affiliations with travel writers 
and organizations; print and electronic media resources, including web and social media; and 
specialized groups through personal contact and other opportunities. 
 
Perform special projects assigned by Aquarium Operations Administrator. 
 
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 manage Aquarium marketing and public relations programs; manage the development and 
presentation of comprehensive marketing plans and operating budgets; maintain effective relationships 
and communications with staff, City officials, tourism and travel agencies, advertising agency, media 
and others; actively participate with industry-related organizations whose objectives and programs 
contribute to overall outcomes for the community; maintain accountability for budget in areas of 
responsibility; effectively develop and utilize performance indicators and metrics to adjust strategies, 
goals, and expected outcomes; and maintain a professional demeanor while representing and 
promoting the Virginia Aquarium and the City of Virginia Beach. 
 
Minimum Qualifications 
Requires a Bachelor’s degree or higher in marketing, public relations, tourism, business administration, 
management, museum administration, or related field; plus six (6) years of related experience; or any 
combination of education (above the high school level) and/or experience equivalent to ten (10) years 
utilizing the required knowledge, skills and abilities. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
Preferred Qualifications 
Bachelor’s degree or higher in marketing, tourism, business administration, management or related 
field. 
 
Experience in a supervisory/management role within a related field. 
 
Experience creating and implementing marketing and public relations plans. 
 
Proficiency with Microsoft Office, and Adobe Photoshop, Illustrator, and InDesign. 
 
Experience administering social media applications, such as Facebook, Instagram, Twitter, SnapChat, 
and similar applications for a business, organization or group. 
 
Experience developing and monitoring complex budgets associated with marketing and public relations 
programs. 
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Individual certification or accreditation by industry organizations such as the American Marketing 
Association or Public Relations Society of America. 
 
Special Requirements 
Must be available to work evenings, weekends, holidays, and overtime when required to meet 

operational needs. 

Positions within this class have been designated as Alpha I positions requiring employees to work during 

inclement weather, regardless of the City’s operational status. 

 

Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

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

2. Knowledge of marketing and promotion principles. 
3. Knowledge of public and media relations program development.  
4. Knowledge of publications development.  
5. Knowledge of supervisory and management practices and principles. 
6. Knowledge of public and business administration practices. 

B. Skills 
1. Skill in using a computer and City standard software applications. 
2. Skill in communicating with various audiences and the public, both orally and in writing. 
3. Skill in establishing goals and objective, developing action plans and monitoring 

performance. 
4. Skill in public relations and marketing techniques. 
5. Skill in budget development and management. 
6. Skill with multiple media channels, including web and social media. 
7. Skill in customer service and dealing with the public. 
8. Skill in preparing and delivering clear and concise formal presentations to individuals or 

groups concerning the promotion of the Virginia Aquarium as a tourism, recreational or 
educational destination. 

9. Skill in compiling data or other research and producing reports or other materials. 
C. Abilities 

1. Ability to record and analyze data. 
2. Ability to manage and plan the work of others. 
3. Ability to train subordinate employees and volunteers. 
4. Ability to establish effective business relationships with tourism, recreation and education 

professionals; employees; business associates and City officials. 
5. Ability to be personable and project a positive attitude – to be outgoing and establish a 

positive first impression and represent the best interest of the City. 
6. Ability to project confidence at all times; including when encountering reluctance, 

resistance, or conflict, in order to overcome barriers, remain goal oriented, and generate 
trust. 

7. Ability to organize work, use time effectively, and motivate others toward problem 
resolution and goal achievement. Ability to be persistently determined – to demonstrate 
tenacity without being overbearing. 

8. Ability to evaluate and respond to the demands on the industry. 
9. Ability to be persuasive in order to promote programs or ideas; or achieve other goals. 
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Working Conditions  
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 both internally and externally with all posted open positions. 

 
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. 

 


