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Nat ure of Work

Under general supervision, perforns full-perfornmance |evel
professional work in small business creation and expansion,
m nority business devel opnent, educational and training assi stance
to small businesses, financial and |oan packagi ng assistance,
facilitating | abor / managenent cooper ati on, mar ket i ng and
comuni cati on and procurenent assistance. Collaborates with other
West Virginia Devel opnent Ofice units in devel oping innovative
expansi on/retention and business incentive prograns. May al so
conduct basic denographic, economc, nmarket, or devel opnental
research as a support service to others in the agency; prepare and
assist others with the preparation of statew de, regional, and
| ocal strategi c and conprehensi ve pl anni ng studi es; and devel opnent
mar keting tools, advertising canpaign, and editorial materials to
assist in the efforts of business’s creation and expansion.
Consi derable travel may be required. Performs related work as
required.

Di stingui shing Characteristics

This is full-performance level work in the class series
Performs conpl ex work assignments under general supervision. My
performspeci al projects and i ndependent work of consi derabl e scope
and i nportance.

Exanpl es of Work

Counsel s busi ness owners on managerial and technical aspects of
starting or expandi ng snmall busi nesses; uses start-up package
to facilitate the process.

Advi ses busi ness owners on state and federal taxes, incorporating
process, incone/cash flow statenents, regulatory environnment
and human resource nmanagenent; acts as facilitator wth
government and regul atory agenci es.

Conduct s research on busi ness pl anni ng, marketing, financial and
| egal processes for snmall business creation and expansi on.
Reviews applications for financial and training assistance;
provi des technical assistance on application and project

devel opnment procedures.

Serves as a liaison wth [ocal devel opment  officials,
busi ness/ communi ty/ education and |abor |eaders to pronote
| abor / managenent cooperati on.

Devel ops collateral relationships with federal, state and | ocal
gover nnment s, chanbers  of commerce and business and
prof essi onal associations; shares information on business
creation and expansion.
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Exanpl es of Work - Cont’ d.

Conpi | es business and client profiles for use in training and
t echni cal assi stance.

Devel ops <collateral materials for reference and marketing
pur poses.

Wrks with local and regional devel opers, as well as, Economc
Devel opnent Representatives to initiate marketing strategies
for recruitnment and expansion.

Wrks with vendors to procure materials, bid print and pronotion
j obs.

Devel ops relationships with nedia, press agents and business
| eaders to establish a positive image for the state.

Anal yzes the financial, operational, managerial and marketing
problens of small business and recommends appropriate
strategies for change.

Conpi | es, analyzes, and dissem nates information on national
statewide, and |ocal denographic, economc, mrket, and
devel opnental conditions and trends.

Prepares statew de strategic planning studies and rel ated action
plans designed to identify opportunities, barriers, and
appropriate courses of action for business and i nfrastructure
devel opnent .

Provi des techni cal assistance to regional and | ocal planning and
devel opnent agencies in the preparation of conprehensive and
strategic planni ng studi es.

Supports the efforts of Econom c Devel opnent Representatives on
projects related to industrial recruitnment, retention, and
expansi on.

Desi gns and i npl enment s research studi es and surveys, anal yzes t he
results, and prepares publication-ready reports.

Know edge, Skills and Abilities

Knowm edge of the principles and practices of business
adm ni stration.

Know edge of federal, state and | ocal government regul ati ons on
t he ownership and operation of small businesses.

Knowl edge of the principles and practices of Dbusiness
adm ni strati on, denographic, econom c, or nmarket research, or
state, regional, and conmunity pl anning.

Know edge of research and statistical anal ysis nethods.

Ability to identify, analyze and recomend solutions for
financi al, operation, managerial and narketi ng needs of snal
busi ness.
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Know edge, Skills and Abilities - Cont’d.

Ability to maintain effective working relationships with small
busi ness clients, governnent officials, community | eaders and
co- wor kers.

Ability to synthesize and use conplex financial and technica
informati on on small business regul ati on and operati on.

Ability to present ideas effectively to individuals and groups.

Ability to prepare conprehensive witten reports on business
strategi es and rel ated work.

Ability to develop and maintain a web site; design power point
presentations; and wite in-depth, conprehensive speeches for
state officials.

M ni mum Qual i fications

Trai ni ng: Bachelor’s degree froman accredited four-year college
or university.

Experience: Two years of full-tinme or equivalent part-tine paid
experience i n banki ng, business adm nistration, industrial or
| abor relations, journalism or comrunications; denographic,
econonm c, mar ket or devel opnental research, or planning; or in
t he ownership/operation of a business enterprise; or as a
busi ness devel opnent speci al i st.

Substi tution: A master's degree from an accredited four-year
college or wuniversity 1in accounting, banking, business
adm ni stration, comuni cati ons, econom cs, finance, finearts,
journalism managenent , pl anni ng, | abor or industrial
rel ati ons, or human resour ce managenent may substitute for one
year of the required experience.
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AREAS OF ASSI GNVENT

Adverti si ng/ Mar keti ng

Banki ng

Busi ness Adm ni stration

Communi cat i ons

Gr aphi ¢ Design

| ndustrial /Labor Rel ations

Jour nal i sm

Owner shi p/ Operation of a Business Enterprise
Pl anni ng

Resear ch
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