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This is a class description and not an individualized job specification.  The class description defines the general character and scope of duties, 
responsibilities, and requirements of all positions in one job classification, but is not all inclusive or totally restrictive.  Reasonably related duties and 
responsibilities may be assigned as necessary at the discretion of management.  Employees will be immediately notified of any changes. 
Reasonable accommodations will be made to enable qualified individuals with a disability to perform the essential functions. 

BUSINESS RETENTION & EXPANSION COORDINATOR 
 
GENERAL DEFINITION AND CONDITIONS OF WORK: 
Performs complex professional and administrative work related to promoting business growth, marketing, and economic 
development services within and for Shenandoah County.  Work requires the exercise of independent discretion and 
judgment and is performed under the general supervision of the Director of Tourism & Economic Development. 
 
ESSENTIAL FUNCTIONS/TYPICAL TASKS: 
Develops, coordinates, and implements economic development activities and programs related to business retention 
and expansion efforts; communicates with existing businesses and the broader community; ensures compliance with 
applicable rules and regulations; and maintains records and files. 

 Coordinates activities to support existing industry and business in the County; 
 Interacts with economic development organizations, civic groups, as well as local, regional, and state agencies; 
 Along with the Director, plans, organizes and performs business visitation program to include regular 

communication and on-site personal visits and interviews with business and property owners to assess business 
and development concerns and opportunities;   

 Maintains ongoing relationships with economic development partners;  
 Develops and maintains a database of existing businesses within Shenandoah County and potential business 

prospects; 
 Advises management about development obstacles, as well as growth and expansion opportunities, and provides 

business assistance program information. Acts as a liaison and facilitates communication between the businesses 
and County departments and other agencies; 

 Develops and distributes relevant marketing materials and information to the business community; 
 Provides support to regional workforce development programs, such as the Workforce Initiative Board and its 

events, such as Manufacturing Week and Employer Expo, and to the Worlds of Work event;   
 Develops, recommends, and implements economic development programming to include target industry 

roundtables and workforce development opportunities,  
 Analyzes findings from visitation program and industry roundtables to seek solutions to common business 

challenges; 
 Coordinates and implements programs to serve small businesses, entrepreneurs, and industrial businesses; 
 Develops and maintains a database to track leads; and inventories any shortcomings from prospects that locate 

elsewhere; 
 Performs administrative tasks related to office operations; 
 Performs staff support services as directed in support of the Industrial Development Authority of Shenandoah 

County and related advisory boards and commissions of Shenandoah County;  
 Compiles and maintains current data on industrial and commercial locations and characteristics of the County, 

including available sites and buildings, and coordinates with other county departments, regional partners, and 
state agencies to maintain information on transportation, labor market, utilities, and socio-economic conditions, 
and related information; 

 Assists in preparation of grants, Requests for Proposals (RFPs), incentive programs, and financial analyses;  
 Assists in the preparation of proposals and information for investment prospects, including site selectors, 

corporate real estate, and economic development partners;     
 Coordinates the implementation of marketing and promotion plans designed to attract industry, commercial 

development, workforce, and tourists;   
 Attends and contributes to meetings of various economic development and tourism-related functions as a 

representative of the department and County; 
 Maintains accurate and up-to-date information on the County’s tourism & economic development websites and 

social media platforms;   
 Coordinates activities with the towns located within Shenandoah County;  
 Assists with the development of programs that will strengthen the skills of local workforce; and 
 Performs related tasks as required. 

 
KNOWLEDGE, SKILLS AND ABILITIES: 
Thorough demonstrable knowledge of customer service skills and effective communication; general knowledge of 
principles and practices of economic development, specifically business retention and related areas; ability to establish and 
maintain effective working relationships with public officials, business community ,and citizens; demonstrated ability to 
communicate information clearly, both orally and in writing; ability to effectively deliver presentations to a diverse groups 
of stakeholders; ability to work independently; ability to analyze and interpret complex information and develop detailed 



reports; thorough knowledge of Microsoft Office and Adobe software; strong analytical skills; general knowledge of 
website and social media maintenance through content management systems. 
 
EDUCATION AND EXPERIENCE: 
Any combination of education and experience equivalent to graduation from an accredited college or university with major 
work in economics, business administration, public administration, communications, or related field and relevant 
experience in economic development, business assistance, or related field. 
 
SPECIAL REQUIREMENTS: 
Must have a valid U.S. driver’s license. Work is primarily performed in the Tourism & Economic Development Office. 
Some travel is involved by automobile to various locations generally within the County and State; however, out-of-state 
travel may be required to meet with business or industrial clients. 
 
PHYSICAL REQUIREMENTS: 
This is sedentary work requiring the exertion of up to 10 pounds of forces occasionally and a negligible amount of force 
frequently or constantly to move objects; work requires fingering, and grasping; vocal communication is required for 
expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at normal spoken 
word levels; visual acuity is required for preparing and analyzing written or computer data, determining the accuracy and 
thoroughness of work, and observing general surroundings and activities; the worker is subject to inside and outside 
environmental conditions. 


