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 West Virginia State University Research and Development Corporation

  Institute, WV 25112

Job Title: Business Development Agent

Department: WVSU Extension

Reports To: Assistant Program Director, CARD
FLSA Status: Exempt

Position Overview: 

The Business Development Agent operates within the West Virginia State University Extension Service and coordinates, instructs, and evaluates entrepreneurial education offerings and provides business consultations and coaching services.  The areas of instruction, technical assistance, and consultation include strategic business planning, marketing, management, finance, (including cash- flow projections), capital formation, technology development, operations, human resources, government contracting, business start-up and business growth/sustainability, as well as other business related topics to assist existing and new entrepreneurs. The incumbent will operate from the WVSU Economic Development Center (EDC) in Charleston, WV
Major Duties and Responsibilities include but are not limited to the following (other duties may be assigned as needed) 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Assess need for training on business related topics.
· Coordinate and/or provide adult educational programs in business subject matters targeted to meet the local needs of established businesses and prospective entrepreneurs.  Training can be provided in variety of settings including one-on-one, small class, technology based, distance, etc.
· Provide business development assistance through one-on-one coaching of entrepreneurs and companies in starting, growing, and operating businesses. 
· Determine marketing/promotion needs for service projects and liaison with the WVSU Communications staff, and others to provide assistance on the coordination of advertising / promotion campaigns.  Provide guidance and oversee development of websites, brochures and other marketing sources as needed.
·  Write & submit for publication at least once monthly, news releases promoting local businesses, events, etc.
· Keep current on business trends and research-based knowledge to create new and effective programs. Effectively translate job successes (results, outcomes, and impacts) into scholarly products (i.e. peer-reviewed journal articles, published work, new curricula, funded grant proposals, etc). 
· Provide on-going evaluation of program outcomes and make needed program changes.
· Participate in programmatic resource development and management by proactively 
seeking external funding opportunities, writing grants, and managing budgets 

· Act as an ambassador of WVSU Extension, engaging members of the public, onsite and 
in community settings, or in media interviews when subject matter expert is needed. 

Competencies
1. Technical Capacity.

2. Personal Effectiveness/Credibility.

3. Ability to work with minimal supervision

4. Thoroughness.

5. Collaboration Skills.

6. Customer Service skills

7. Communication Proficiency.

8. Flexibility. 
9. Software skills (MS Word, MS Excel, and Outlook) are required, as well as Internet research abilities.
Supervisory Responsibility
The Business Development Agent carries out any assigned supervisory responsibilities in accordance with the West Virginia State University Research and Development Corporations policies and applicable state and federal laws. Responsibilities of the position may include interviewing, hiring, and training volunteers and student workers; planning, assigning, and directing work; appraising performance; rewarding and disciplining volunteers; addressing complaints and resolving problems.

Work Environment
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate. This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, phones, photocopiers, filing cabinets and fax machines. 

Physical Demands
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit and reach with hands and arms.  The employee is frequently required to stand and walk.  The employee is frequently required to bend and stoop. Specific vision abilities required by this job include ability to adjust focus. 

Position Type and Expected Hours of Work
This is a full-time position. Days and hours of work are Monday through Friday, 8:30 a.m. to 5 p.m.   Summer Schedule is Monday through Friday. 8:00 a.m. to 4:00 p. m. However, due to the nature of the work performed flexible hours, including evenings, and weekends are required.
Travel
Travel within Kanawha and surrounding counties is expected. 

Experience/Qualifications: 

A minimum of a Bachelors degree in Business Administration, Public Policy, Economics, or a closely related field and 3-5 years relevant work experience .   Masters preferred.  The position also requires knowledge and experience in marketing, business management and operations, basic bookkeeping and business computer systems, and demonstrated ability in working with start-up or expanding small businesses.  
Individual needs to be self-motivated, out-going, able to work in a team environment, demonstrate a passion for business development, be comfortable speaking in front of large groups, and willing to teach audiences of all ages. Flexible hours, including evenings, and weekends a required. Valid driver’s license in good standing. The ability to lift and carry 65 pounds. 

Other Duties
Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time with or without notice.

Work Authorization/Security Clearance
This position is designated as security-sensitive. Before an offer of employment is made, a pre-employment background investigation will be completed, which may include a criminal background check, educational, DMV and prior employment.  

To apply:  
PREFERRED: Information accepted as e-mailed in Word or PDF format to rdemployment@wvstateu.edu.  Qualified candidates may submit a cover letter, résumé, unofficial transcript and three professional references (name, title, address, phone number, and e-mail address) 





To: West Virginia State University Research and Development Corporation,
ATTN: Search Committee for Business Development Agent 

                              POB 1000, 204 ACEOP Administration Building

                              Institute, WV 25112. 
West Virginia State University R&D Corporation is an Equal Opportunity / Affirmative Action Institution and is committed to equal opportunities without regard to race, color, age, sex, sexual orientation, gender, gender identity or expression, national origin, religion, creed, genetic information & testing, family & medical leave, pregnancy, and Veterans and individuals with disabilities. We encourage all qualified women, minorities, protected Veterans and individuals with disabilities to apply for employment at West Virginia State University R&D Corporation.
