
 

 
Convention & Tourism Representative I #02021 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-28-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  9 
 
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 
Independently perform event, convention and trade show solicitation and sales in Virginia and 
neighboring states; respond to inquiries; perform services required by groups and events booked by the 
department; coordinate sales related research as required; manage daily operations of year round and 
seasonal visitor information centers; and have contact with City's hospitality industry. Job responsibilities 
require limited day and overnight travel, and client contact in evenings and weekends. 
 
Representative Work Functions and Responsibilities 
Develop and execute sales strategies on targeted prospects to maximize chances of successfully closing 
a sale.  Ensure adherence to department quality standards, communications and documentation. 
 
Independently identify prospects to expand the base of potential event, convention and trade show 
business.   
 
Assist in the research and development of sales leads and the planning of sales trips to identify viable 
prospects and ensure that they are pursued in a manner that makes optimum use of time, money, and 
material resources.   
 
Use department customer relationship management (CRM) application and convention center booking 
management system to maintain a current and shared record of past, current, and prospective clientele, 
coordinate sales activities, identify availability, work with various entities to book events; and develop pro 
forma invoices for events held at the Virginia Beach Convention Center. 
 
Maintain a current and thorough understanding of the convention and tourism industry, business 
operations, and competitor offerings. Review new industry developments and sales techniques on a 
continuing basis. 
 
Plan and execute sales trips to ensure that prospects are pursued in a manner that makes optimum use 
of time, money, and material resources. 
 
Develop effective written proposals to solicit events to be held in applicable venues throughout the City 
including local hotels, sports event facilities, and the Virginia Beach Convention Center. 
 
Coordinate related services for events and groups booked by the department; including but not limited to 
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online group hotel reservations, shuttle transportation, VIP amenities, site visits and building rapport with 
clients. 
 
Participate in local and regional sales promotions to promote the City and take advantage of related sales 
opportunities. 
 
Assist in development of annual sales and marketing plan for assigned market segments.  In conjunction 
with supervisor, develop related goals for booked room nights, event services, and/or tourism 
opportunities.  
 
Manage the activities of other tourism professionals to coordinate the operation of year round and 
seasonal Visitor Information Centers. 
 
Plan and execute sales trips to ensure that prospects are pursued in a manner that makes optimum use 
of time, money, and material resources.  
 
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 
Sales strategy is properly developed and executed and results in a sale; sales leads are thoroughly 
researched and sales trips are organized to ensure maximum benefit to the City at minimum cost; new 
prospects are constantly being identified; the City is effectively staffing and operating year round/seasonal 
locations for Visitor Information Centers; the City is effectively represented at promotional events; sales 
presentations are made effectively and professionally; the division's efforts enjoy the support of local 
innkeepers and other industry partners with good exchange of information; accurately assigns space 
within the Virginia Beach Convention Center; accurately communicate product information. 
  
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to six 
(6) years in fields related to hospitality, marketing or business administration utilizing the required 
knowledge, skills, and abilities. 
 
Special Requirements 
Must be available to work and travel outside of normal business hours, which may include nights, 
weekends, holidays, and hours in excess of normally scheduled hours, 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. 
 
Must complete training and obtain certification in Defensive Driving; First Aid/CPR/AED; and Trained 
Crowd Manager by the end of the probationary period. Certifications must be maintained for the duration 
of employment in this classification. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of hotels and motels in Virginia Beach. 
2. Knowledge of meeting planning principles. 
3. Knowledge of convention center facilities. 
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4. Knowledge of event services principles. 
5. Knowledge of supervisory and management practices and principles. 
6. Knowledge of City organization, administration and policies.   
7. Knowledge of competitors’ current services, facilities and pricing. 

B. Skills 
1. Skill in effective oral and written communication. 
2. Skill in salesmanship and persuasion.  
3. Skill in operating a computer and using City standard software. 

C. Abilities 
1. Ability to perform occasional travel to promote Virginia Beach as an ideal destination for 

meetings/conventions, participatory sporting events, and group travel. 
2. Ability to effectively supervise and guide staff. 
3. Ability to relate to and work easily with others; to be personable and project a positive attitude 

– to be outgoing and establish a positive first impression. 
4. Ability to organize work, use time effectively, and motivate others towards problem resolution 

and goal achievement. 
5. Ability to be persistently determined – to demonstrate tenacity without being overbearing. 
6. Ability to strongly empathize with customers, to perform active listening and demonstrate an 

understanding of customer concerns and needs – being relational. 
7. Ability to project confidence at all times; including when encountering customer reluctance, to 

overcome barriers, remain goal oriented, and generate trust. 
8. Ability to be assertive during interactions with clients and service providers; to remain 

organized yet adaptive when mutual benefits can be achieved. 
 

 

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. 
 
 


