
 

 
GrowSmart Coordinator #02302 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-18-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  13 
 
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, coordinate, facilitate and lead the actions and activities of Virginia Beach GrowSmart, the mission of 
which is to promote and improve the healthy development, school readiness, and early reading 
proficiency of young children, ages 0-8 years. 
 
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. 
 
Representative Work Functions and Responsibilities 
Advocate, champion, and build coalitions for early childhood education, health, and development 
strategies.  
 
Serve as the City liaison to the Virginia Beach GrowSmart Foundation Board, which seeks to provide 
additional advocacy and fiscal support to GrowSmart. Along with the Policy and Foundation Boards and 
other public and private sector partners, work to ensure the long-term sustainability of the GrowSmart 
program.  

 
Responsible for leading the GrowSmart Team, a coalition of early education professionals who meet 
monthly to advance GrowSmart’s mission; represent the Team on various professional associations and 
coalitions.  

 
Responsible for planning, implementing, and evaluating activities associated with the GrowSmart 
initiative, including but not limited to: leading GrowSmart Team members in strategic planning and 
alignment of initiatives; developing a comprehensive action plan based on the GrowSmart strategic plan; 
and identifying opportunities for enhanced community partnerships.  

 
Stay informed about current trends, opportunities, and barriers to success of related early childhood 
education, health, and development programs.  
 
Facilitate and promote partnerships with public and private organizations, utilizing a systems approach 
that seeks alignment with various service providers.  
 
Responsible for management of the joint City-Schools Virginia Beach Reads initiative, a local coalition of 
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the national Campaign for Grade-Level Reading Network. Seek advisement related to GrowSmart’s 
activities and actions from the GrowSmart Policy Board, and ensure the Board is kept updated and 
informed about factors impacting early childhood education in the city. 
Promote public awareness and engagement to create community understanding of, involvement in, and 
support for high-quality early childhood education, health, and development. 
 
Align GrowSmart programs and activities to the Department of Economic Development’s workforce 
development strategy; the City of Virginia Beach Strategic Plan; City Council goals and priorities; the 
Mayor’s Action Challenge; and Envision Virginia Beach 2040. 
 
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 
Exercise a high degree of independent judgment and initiative. Communicate effectively both orally and in 
writing. Accurately identify community needs and recommends appropriate actions. Effectively lead 
coalitions, teams, and community stakeholders in developing and implementing strategic goals. 
Successfully promote partnerships with public and private organizations. Maintain and enhance 
City/Schools partnerships to enhance young (0-8 years old) children’s academic and personal success. 
Collect, manage, and analyze community indicators, data, and statistics. Effectively communicate a 
strategic direction to community stakeholders. 
 
Minimum Qualifications 
Bachelor’s degree in childhood education or related and six (6) of experience utilizing the knowledge, 
skills, and abilities associated with such positions as grant management, early childhood education and 
development, nursing, social work, psychology, or education OR an equivalent combination of education 
(above high school level) and/or experience equivalent to ten (10) years in fields utilizing the knowledge, 
skills, and abilities associated with this position.  
 
Must have a valid driver’s license.  
 
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 current principles and practices of early childhood education, health, and 
development 

2. Knowledge of the principles of grant writing and administration 
3. Knowledge of the work of local community agencies 
4. Knowledge of advocacy strategies 
5. Knowledge of workforce preparation and continued professional development 
6. Knowledge of program planning, development, and implementation and management 
7. Basic knowledge of economic development / workforce development principles and practices 
 

B. Skills 
1. Skill in preparing and presenting oral and written reports 
2. Skill in collecting and utilizing quantifiable information to draw conclusions and make data-

driven decisions 
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3. Skill in writing and administering grants 
4. Skill in assimilating, interpreting, and analyzing statistical data and textual information 
5. Skill in Microsoft Office Suite, Internet 
6. Skill in assessing needs of children, families, and communities 
7. Skill in developing courses of action, policy, or process 
8. Skill in collaboration and consensus building 
9. Skill in evaluation and assessment 
10. Skill in developing and implementing innovative strategies 
11. Skill in project management 
 

C. Abilities 
1. Ability to work collaboratively 
2. Ability to effectively represent the organization professionally 
3. Ability to establish and maintain effective working relationships, respecting the similarities and 

differences among individuals 
4. Ability to establish and maintain effective working relationships with merchants, the public, 

City officials, supervisors, subordinates, and co-workers 
5. Ability to provide effective leadership 
6. Ability to solve problems and find effective solutions 
7. Ability to think strategically and develop and implement actionable goals 
8. Ability to facilitate group discussion centered around common goals and objectives 
9. Ability to be innovative and resourceful 
10. Ability to motivate and engage others in accomplishing initiatives 
11. Ability to analyze, synthesize, and present information 
12. Ability to manage multiple projects simultaneously 
13. Ability to effectively communicate with other City employees, customers, and the general 

public both orally and in writing 
14. Ability to work efficiently and plan own work assignments and schedule to meet long-term 

goals and objectives 
15. Ability to work with diverse groups and obtain consensus on complex issues or policies to 

complete work satisfactorily 
16. Ability to work independently and apply abstract principles to solve complex conceptual 

issues 
17. Ability to interpret, remember, and apply complex procedures, policies, and laws as they 

relate to work tasks 
18. Ability to adjust routine procedures to accommodate challenges or improve processes 
19. Ability to tolerate typical work stressors and maintain composure in stressful situations 
 

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. 
 



GrowSmart Coordinator #02302 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 

Page 4 of 4 
 

 


