
 

 
Minority Business Coordinator #02629 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-11-2021 

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 
The purpose of this job is to support the growth of minority procurement and the minority business 
enterprise (MBE), encompassing minority- and women-owned and small businesses within the City, by 
serving as City representative for MBE outreach, structuring, and developing programs, identifying 
potential MBE contractors, providing technical assistance, reviewing solicitations, performing bid and 
contract maintenance to monitor performance, and facilitating workshop and training. 
 
Representative Work Functions and Responsibilities 
Cultivate and develop the City’s MBE Program by engaging in concerted outreach efforts to build 
relationships between minority vendors and the business community and developing retention strategies;  
develop and maintain effective programs to promote and facilitate MBE participation in City procurement 
activities;  
Develop and maintain a clearinghouse of information on minority/women/small businesses within the 
area; develop and promote information on technical assistance, training, business opportunities, and 
bidding opportunities within the City of Virginia Beach that are open to MBE entities; serve as a resource 
for information concerning equal opportunity in contracting and MBE development initiatives and 
opportunities; provide information on certification as a minority/women-owned enterprise and/or 
registration as a vendor/bidder; 
 
Develop and disseminate specifications and plans for upcoming contracts. 
 
Provide technical support and assistance to businesses in preparing bids and maintaining contracts; 
facilitate workshops and training activities to ensure businesses develop the necessary skills and abilities 
to be successful; develop, coordinate, and/or facilitate related training programs;  
counsel and assist prospective minority business entrepreneurs and new businesses with development of 
business plans, market analysis, and financial, bonding and insurance requirements; and work with 
appropriate resources to assist small businesses in obtaining loans. 
 
Analyze MBE data and trends and make recommendations for growth and development of the program to 
the Directors of Finance and Economic Development. 
 
Work closely with Public Works and Public Utilities Engineering staffs to further use of MBE sub-
contractors by prime contractors; serve as a liaison with the business community to foster and promote 
more involvement  in City contracts; and facilitate activities to link prospective bidders with contractors, 
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subcontractors, and other businesses. 
 
Regularly update and maintain appropriate website to support minority/women business enterprises and 
disseminate information. 
  
Assess the City of Virginia Beach’s progress in securing the services of minority/women-owned 
businesses. 
  
Prepare and maintain records and reports, including annual and quarterly performance report, for internal 
and external purposes. 
 
Develop an ongoing review of systems and processes in order to enhance the office’s ability to provide 
exemplary customer service. 
 
Coordinate public and agency meetings and activities related to the MBE Program. 
 
Manage/coordinate MBE Program personnel. 
 
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 
Accurately analyze, evaluate, and assess the variables surrounding requests for technical procurement 
and highly sensitive MBE information; accurately select and implement the most optimal procurement 
method; effectively instruct, train, and direct all parties involved with the procurement; ensure proper 
procurement laws, policies, and procedures are followed; accurately review and/or draft all necessary 
documentation; accurately and diplomatically communicate both orally and in writing with the public, 
contractors, co-workers, and all levels of City personnel the technicalities associated with the 
procurement process; ensure that reports and specifications are clearly and concisely articulated, and 
recommendations are well-documented; accurately present and defend decisions associated with actions 
taken; effectively coordinate projects to meet applicable deadlines; and maintain and apply a 
comprehensive understanding of the responsibilities of the MBE staff and effectively supervise staff 
members. 
 
Minimum Qualifications 
Education (above high school) and/or experience equivalent to eleven (11) years of professional work 
experience in procurement, construction, business/institutional recruitment/development and/or business 
services to assist minority/women business enterprises; or any equivalent combination of education, 
training, and experience; which provides the required knowledge, skills, and abilities for this job.   
 
Preferred Qualifications 
Post Graduate Degree in Business Administration, Public Administration, or Urban Studies; Professional 
certification as CPPO or CPM. 
 
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. 
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Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of human resources and administrative practices. 
2. Knowledge of federal, state and local procurement laws, policies, and procedures, including 

the  Sherman Antitrust Act, Virginia Procurement Code, and the City's Procurement 
Ordinance. 

3. Knowledge of business and contract law, including provisions applicable to small businesses 
and minority- and women-owned businesses. 

4. Knowledge of procurement methods and procedures. 
5. Knowledge of market conditions relating to product and service availability. 
6. Knowledge of the variety, capacity, and viability of minority and women owned businesses in 

the state and region. 
7. Knowledge of municipal policies and procedures. 
8. Knowledge of automated information computer technologies. 

B. Skills 
1. Skill in communicating purchasing information and instructions 
2. Skill in analyzing, selecting, and implementing proper procurement decisions/actions. 
3. Skill in public speaking and presentations. 
4. Skill in negotiating highly sensitive issues with the potential for charged emotions. 
5. Skill in interpreting policy and in developing policies and procedures to meet the needs of the 

City. 
6. Skill in preparing complex, highly technical detailed specifications.  
7. Skill in drafting solicitation contracts, and related documents. 
8. Skill in the development and implementation of policies. 
9. Skill in planning, organizing, directing, and coordinating committees including 

division/department heads, executive and council participants. 
10. Skill in the use of microcomputer and basic software. 
11. Skill in time and meeting management. 

C. Abilities 
1. Ability to conceptualize all aspects affecting procurement. 
2. Ability to work with prime- and sub-contractors to enhance optimum involvement of minority- 

and women-owned and small businesses in City contract business. 
3. Ability to communicate procurement laws, policies, and procedures to persons internal and 

external to the organization. 
4. Ability to handle conflicts and pressures associated with meeting deadlines, negotiating 

contracts, and handling protests. 
5. Ability to uphold and defend procurement laws, policies, and procedures. 
6. Ability to apply broad computer technology knowledge in wide array of contract evaluations 

and negotiations. 
7. Ability to apply procurement laws, policies and procedures in abstract situations to meet the 

best interest of the City. 
8. Ability to establish effective working relationships both internal and external to the City. 
9. Ability to effectively supervise professional and clerical level staff. 
10. Ability to prepare and present reports. 
 

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. 
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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. 
 
 


