COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  BUSINESS DEVELOPMENT COORDINATOR

	TITLE CODE:  8238
	GROUP:   ECONOMIC DEVELOPMENT

	SELECTION METHOD:  100% QUAL               REV. 07-98
NO. OF TEST QUESTIONS:

SELECTION ID:  7167                                  EXAM NO.
	SALARY:  (MIN-MID)  $2937.20 - $3890.90
GRADE:  14

SPECIAL ENTRANCE RATE:  No

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  BRANCH MANAGER

	PRIMARY USER AGENCY:  CABINET FOR ECONOMIC DEVELOPMENT

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Coordinates the work of professional staff and/or others and personally performs work involved in the development and promotion of small and/or minority business development and/or expansion in Kentucky; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor's degree.

	

	EXPERIENCE:  Must have four years of experience in business development, economics, accounting, research, marketing or a related field.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:   None

	

	EXPERIENCE:  Additional experience in one of the above areas will substitute for the required college on a year‑for‑year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

	None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Coordinates work of staff and/or the work of others outside the cabinet involved with the preparation of business plans and financial proposals.  Conducts analyses of existing businesses for the purpose of isolating problems and providing counsel on alternative courses of action for correcting such problems.  Participates in educational programs geared to meet the needs of potential and/or established small and/or minority business clients.  Prepares professional and administrative reports concerning business assistance and business development.  Meets with representatives from industry and the business community for the purpose of promoting the development or expansion of small and/or minority business in the state.  Counsels with clients regarding procurement.  Delivers speeches to local groups interested in the promotion of small and/or minority business opportunities. Counsels with clients and directs to appropriate source of assistance.  Analyzes and compiles basic business resource data.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work typically involves extensive contact with the public.  Travel may be required.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  01/01/1985
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, OR VETERAN STATUS IN EMPLOYMENT OR OTHER PROVISION OF SERVICES.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


