
Job Title: Execu/ve Director – Central West Virginia Conven1on and Visitor's Bureau 

Loca/on: Kanawha County, WV  

About Us: The Central West Virginia Conven1on seeks a dynamic Execu1ve Director to lead our 
organiza1on in promo1ng Kanawha County and the surrounding area as a premier des1na1on for 
conven1ons, events, and tourism. We seek a visionary and mo1vated leader who can strategically market 
Kanawha County, enhance communica1on efforts, and plan and execute successful strategies to drive 
economic growth and enhance the visitor experience. 

Responsibili/es:  

• Reports to the CVB Execu1ve CommiHee and Board of Directors.   
• Develops and supervises the implementa1on of an annual opera1ng and marke1ng plan to 

promote the des1na1on to local, state, regional, na1onal, and interna1onal audiences.  
• Directs the prepara1on of the annual budget which supports these ac1vi1es and presents it to the 

Board for approval.  
• AHends all mee1ngs of the membership, the Board, and other designated commiHees in an 

advisory, non-vo1ng capacity.  
• Establishes and maintains ongoing effec1ve communica1ons with local businesses, government 

leaders, business and cultural ins1tu1on leaders, conven1on and event planners, and the local 
tourism industry.  

• Represent the Bureau at selected local, state, regional, and na1onal conven1ons that serve to 
foster the beHerment of the Bureau’s mission. 

• Develops and maintains effec1ve organiza1onal policies and ensures all Bureau ac1vi1es are 
implemented within these established policies, guidelines, laws, and ethical standards.  

• Prepares and submits applica1ons for external funding.  
• Prepares ac1vity reports for the Board of Directors Mee1ngs.  
• Manage the bureau's budget effec1vely, strategically alloca1ng resources to achieve 

organiza1onal objec1ves. 
• Prepares and delivers presenta1ons to public officials, commiHees, community groups, and the 

media. 

Qualifica/ons:  The ideal candidate will have 4- a four-year degree in Marke1ng, Communica1ons, Event 
Planning, Tourism, or a related field. Master's degree preferred. The hiring commiHee will also consider 
knowledge, experience, and skills in lieu of educa1on, where applicable. Previous CVB, tourism sales and 
marke1ng, or hospitality sales and marke1ng experience is preferred. Ability to work independently and 
make strategic decisions is required. Demonstrated success in driving tourism and economic development.  
Office and remote working environment averaging 40 hours per week.   Some travel is necessary.  The 
selected candidate would begin on a 1099 basis.    

How to Apply: Interested candidates should submit a resume, cover leHer, and three professional 
references via email to centralwvcvb@gmail.com. The applica/on deadline is Monday, March 4th, 2024, 
at 4:00 pm. 

mailto:centralwvcvb@gmail.com?subject=CVB%20Job%20Posting


The CWVCVB is an equal-opportunity employer. We encourage candidates from diverse backgrounds to 
apply.  Join us in promo1ng Kanawha County as a premier des1na1on and be a key player in shaping the 
future of our vibrant community! 

 


