WVSU Research and Development Corporation

Job Description

Job Title: Extension Agent, Community Development in Summers County

Department: WVSU Extension Service
Reports To: Assistant Program Director, CED
FLSA Status: Exempt

Job Summary: 

The Extension Agent for Community Development is a professional educator who will oversee projects / activities related to community development, entrepreneurial / small business development and tourism development in Summers County.  This work includes, but is not limited to, facilitation and delivery of training courses related to historic preservation; the connection of current and potential business owners to entrepreneurial and small business consulting services; assisting local and regional governments, and organizations and businesses in the development of strategic plans; promotion of creative economies; tourism related activities and events; and, promotion and implementation of community level beautification strategies.  The Agent will conduct these activities throughout Summers County and will place a special emphasis on the African Heritage, Hatfield & McCoy Trails, the downtown area and historic districts.
The Extension Agent will work collaboratively with a team of Extension and research professionals and economic development leaders to provide dynamic program leadership for their local program. The Extension Agent must maintain professional competence through study, participation in professional development activities and the application of knowledge and skills on the job.  Additionally, Extension Agents are expected to always adhere to high ethical and professional standards.

The position is supported locally by the New River Gorge Regional Development Authority (NRGRDA), the Summers County Commission and the Summers County Advisory Committee.  
Essential Duties and Responsibilities include the following: 

Program Educational Delivery (75%)

Program Administration, Reporting and Fiscal Management (20%)

Other Responsibilities as Assigned (5%)

Description of Essential Duties:
Educational Program Design and Delivery (75%)

Oversee educational, training and community-based initiatives related to strategic planning, community revitalization, creative economy movement, small business retention and development efforts, tourism development projects, and other approved tasks in Summers County. 

· Facilitate and/or directly deliver training on relevant topics 

· Facilitate round-table discussions, conferences, workshops, meetings, etc. related to strategic initiative or other identified community needs topics

· Work with organizations providing trainings to help ensure adequate marketing, attendance, evaluations, follow-up etc.
· Provide entrepreneurial development services and small business consulting to local businesses as appropriate
· Provide referrals to other sources of information and services as appropriate

· Assist local and regional organizations and businesses in development and promotion of creative community and other related activities and events

· Assist communities with historic district designations, Main Street designations etc. as appropriate
· Assist communities with strategically planned beautification projects

· Facilitate strategic tourism development, including development, promotion and marketing of designated Summers County recreational areas

· Write & submit for publication at least once monthly, news releases promoting local businesses, events, etc.
· Determine marketing/promotional needs for service projects and liaison with WVSU R&D Marketing 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
Program Administration, Reporting and Fiscal Management (20%)

· Supervise paraprofessionals, volunteers, contracted service providers, etc, 

· Oversee usage of equipment, vehicles, supplies, etc.

· Oversee development of financial support for projects assigned by the steering committee including writing and administering grants
· Oversee all project related budgets and contracts to ensure compliance with purchasing protocols and provide ongoing budget status reports 
· Provide monthly status reports to any funding agencies and to the CED Program Leader.  
· Liaison with program partners including the NRGRDA, County Commissioners and the Summers County Advisory Committee, providing regular reports
Other Responsibilities as Assigned (5%)

· Attend and participate in university mandated and topical meetings related to designated projects 
· Represent WVSU, NRGRDA, and the Summers County Commission to foster a positive public image

· Provide representation on state, national and regional committees for topical areas

· Conduct activities to foster a positive public image of West Virginia State University Extension Service, The West Virginia State University Research and Development Corporation, and West Virginia State University, an 1890 Land-Grant Institution and the local partners in Summers County including the Raleigh County Commission and NRGRDA. 

· Share leadership in Extension's commitment to employ from and program for the diversity represented in West Virginia's population. 

· Other duties as assigned by NRGRDA Executive Director and/or the Advisory Committee upon approval of the Assistant Program Director of CED 

Supervisory Responsibilities
While there are no supervisory responsibilities at this time, at some point in the future, the agent may supervise the work of paraprofessionals, volunteers, and contracted service providers.
Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations with appropriate documentation may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

A minimum of a Bachelors degree in Business Administration, Public Policy, Economics, Extension, or a closely related field and 3-5 years of relevant work experience.  Master’s degree preferred.
Other Qualifications 
Must be able to work evenings and weekends as necessary for committee meetings and other work-related events and activities and travel to attend state, regional and national meetings as appropriate.

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; reach with hands and arms; climb or balance and stoop, kneel, crouch, or crawl. The employee is frequently required to stand and walk. The employee must frequently lift and/or move up to 50 pounds. Specific vision abilities required by this job include ability to adjust focus. 

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 with appropriate documentation may be made to enable individuals with disabilities to perform the essential functions. The noise level in the work environment is usually moderate.

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 Extension Agent, Community Development in Summers County
                             POB 1000, 204 ACEOP Administration Building

                             Institute, WV 25112. 
Review of applications will begin immediately and continue until position is filled.
West Virginia State University Research and Development Corporation is an equal opportunity/affirmative action employer.

