
 

 
Convention & Tourism Market Administrator #02940 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-28-2022 

FLSA Status:  Exempt             Pay Plan:  Administrative Grade:  18 
 
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 Director of Convention and Visitor Development in the overall management and supervision of 
comprehensive group sales, marketing and communications programs for the maintenance and expansion of 
the City's domestic and international meeting/convention, participatory sports, leisure and/or group travel 
markets in order to increase convention and visitor expenditures, tax revenues and employment.  Strategically 
lead team(s) of tourism professionals to develop appropriate budgets and achieve sales goals related to each 
targeted market segment. 
 
Representative Work Functions and Responsibilities 
Plan, direct and supervise the execution of leisure/group marketing, communications, and sales efforts to 
increase meeting/convention, participatory sports, leisure and/or group travel market business in order to 
further establish Virginia Beach as a major convention and travel destination for these market segments. 
 
Directly responsible for the coordination and administration of marketing, communications, and sales 
operating budgets for the meeting/convention, participatory sports, leisure and/or group travel markets to 
effectively achieve all program objectives; develop sales and marketing priorities, goals and expected 
outcomes; and develop and utilize effective performance indicators and metrics to adjust strategies, 
goals, and expected outcomes, as needed.  
 
Direct the participation, representation and promotion of the City at domestic and international 
meeting/convention, participatory sports, leisure and/or travel market trade shows to stimulate additional 
private business and City revenue through increased tourism spending in Virginia Beach.   
 
Work directly with Convention and Visitor’s Bureau leadership, hospitality industry professionals and City 
officials to identify and effectively communicate and respond to the driving forces in the industry. 
 
Develop and direct familiarization tours/site visits for potential convention, participatory sports, leisure 
and/or group travel customers and/or members of related media outlets to introduce the City in various 
travel markets; responsible for all elements of familiarization tours/site visits including budgeting, 
planning, recruiting, logistics, event operations, and follow up; oversee team of employees who execute 
the plan and conduct familiarization tours/site visits; follow up with potential customers after familiarization 
tours/site visits to further establish connection, evaluate the City’s competitiveness in securing tourism 
business, and further promote Virginia Beach as a desirable destination. 
 
Act as liaison with meeting/convention, participatory sports, leisure and/or group travel related businesses 
and organizations to enhance communications within the industry and improve the quality of the City’s 
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hospitality industry.  
 
Create travel related publicity opportunities by maintaining an affiliation with travel writers through 
personal contact and site inspection tours. 
 
Direct advertising and marketing plans as related to meetings/conventions, participatory sports, leisure 
and/or group tourism markets. 
 
Address complaints on behalf of the City of Virginia Beach in response to visitor dissatisfaction reports; 
identify changes in policies, processes and procedures to minimize future complaints; and proactively 
identify and address potential points of complaints from visitors in an effort to maximize visitor 
satisfaction. 
 
Perform special projects assigned by Department Director.  
 
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 direct a variety of meeting/convention, participatory sports, and/or travel-related marketing programs; 
skillfully manage the development and presentation of comprehensive marketing plans and operating budgets; 
build a high-performance team that consistently measures results against goals; perpetuate effective 
relationships and communications with staff, City officials, industry-related professionals and the community; 
actively participate with industry-related organizations whose objectives and programs contribute to overall 
outcomes for the community; and maintain City’s outstanding reputation and a professional demeanor while 
representing and promoting the City of Virginia Beach to domestic and international leisure and/or group travel 
markets. 
 
Minimum Qualifications 
Requires a Bachelor’s degree in marketing, tourism, business administration or related field and six (6) years of 
experience utilizing the knowledge, skills, and abilities associated with fields related to 
hospitality/tourism/destination group sales, marketing, public relations or comparable positions OR 
combination of education (above the high school level) and experience equivalent to ten (10) years in fields utilizing 
the knowledge, skills, and abilities associated with this position.  
 
Preferred Qualifications 
Three (3) years’ related experience in a supervisory/management role, preferably within the hospitality, 
convention, or tourism industries. 
 
Proven successes with closing large volume group travel (events with 500 or more attendees), including current 
knowledge of hospitality industry trends being utilized to close these events in competitive markets. 
 
Degree in marketing, tourism, business administration, management or related field. 
 
Current/past memberships in appropriate hospitality industry related associations, including any applicable 
leadership positions. 
 
Knowledge of current international travel requirements. 
 
Proficiency with Microsoft Word and PowerPoint. 
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Proficiency in making presentations. 

 
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. 
 
As a City Manager appointee, this position serves at the pleasure of the City Manager and is not considered 
part of the merit service as defined in City Code, section 2-75.  
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

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

2. Knowledge of departmental and divisional goals and objectives as related to designated group 
sales activities. 

3. Knowledge of modern principles, theories, philosophy and techniques of convention development 
and sports marketing efforts. 

4. Knowledge of public relations, mass communications and media relations principles and activities. 
5. Knowledge of marketing, sales and advertising practices and principles. 
6. Knowledge of budgeting principles and administration of municipal government. 
7. Knowledge of supervisory and management practices and principles. 

B. Skills 
1. Skill in personal communications, both oral and written. 
2. Skill in establishing goals and objectives, developing action plans and monitoring performance. 
3. Skill in utilizing recognized management techniques in the supervision of employees. 
4. Skill in formulation, modification and expansion of group travel marketing, sales, and promotional 

programs. 
5. Skill in budget development and management. 

C. Abilities 
1. Ability to supervise and expand sales team productivity. 
2. Ability to establish and maintain effective working relationships with tourism professionals, general 

public, employees, business associates and City officials. 
3. Ability to strongly empathize with customers, tourism professionals, general public, employees, 

business associates and City officials, to perform active listening and demonstrate an 
understanding of their concerns and needs. 

4. 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. 

5. 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. 

6. Ability to be assertive during interactions with customers, service providers, tourism professionals, 
general public, employees, business associates and city officials, in order to remain organized yet 
adaptive when mutual benefits can be achieved. 

7. Ability to organize work, use time effectively, and motivate others toward problem resolution and 
goal achievement. 

8. Ability to be persistently determined – to demonstrate tenacity without being overbearing. 
9. Ability to evaluate and respond to the demands on the industry. 
10. Ability to be persuasive in order to close sales, promote programs or ideas, or achieve other goals. 
11. Ability to travel as necessary to effectively execute the responsibilities of the position. 
12. Ability to make formal presentations to individuals or groups concerning the promotion of Virginia 

Beach as an ideal destination for meetings/conventions, participatory sports events, and group 
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travel. 
 
 
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. 
 
 

 


