
OCCUPATIONAL DEVELOPMENT CENTER, INC.

JOB DESCRIPTION

Job Title:
    Business Development Coordinator     
    Personnel Sign off: ___________
Salary Range:      Unclassified




                           Date:  __________  


  
        
Supervised By:    Vice President of Marketing & Business Development 
Supervises:
    None
Personnel Classification:
Senior Staff, Level 5

GENERAL DESCRIPTION
The Business Development Coordinator is responsible for business development, sales and project evaluation within the assigned geographic area.  Other responsibilities of this position include; building and maintaining ongoing relationships with all customers and prospects; securing new opportunities for in-facility program participants; keeping abreast of divisional needs and limitations (equipment, workforce, etc.); presenting a positive and unified image of ODC; and assisting with training in customer relations, etc. for division team members as needed to support production and business efforts.

KNOWLEDGE & EXPERIENCE

Bachelor’s degree in Business Management, Marketing, Human Relations or related field.  Two (2) years of experience may be substituted for each year of formal education.  Must possess knowledge of business development strategies and human relation techniques.  Knowledge and experience with not-for-profits and working with individuals with disabilities would be helpful.

SKILLS & ABILITIES

Must be an enthusiastic self-starter with the capability to work independently in a self-directed manner with minimal supervision.  Demonstrate the ability to communicate clearly and concisely in written and verbal communications through the development and reporting of various business documents and preparation and delivery of professional presentations.  Strong administrative abilities and interpersonal skills with the ability to work closely and cooperatively with other key staff. 

OTHER QUALIFICATIONS

This person must enjoy a fast-paced work environment with the ability to meet deadlines, be flexible in work scheduling and adaptable to changes in procedures. Must be willing to travel to various locations as needed. 
COMMENTS

Must accept and actively support the Mission and Vision of ODC and adhere to the professional Code of Ethics by: demonstrating sensitivity, respect and an understanding of the special needs of individuals with disabilities; embracing the cultural diversity of experiences and knowledge among the people we work with; serving as a positive role model in dress, speech and behavior; maintaining consumer confidentiality; and complying with policies and standards set forth.
Job descriptions are considered to be classification and recruiting tools and are not intended to limit the assignment of work.
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SPECIFIC DUTIES AND RESPONSIBILITIES

1. Maintain and expand sales opportunities with current key customers as assigned. 
2. Increase sales for current products and services. 

3. Identifies business growth opportunities including acquisitions, new product and service offerings and geographic expansion.  Performs research and analysis to ensure the successful implementation of growth initiatives.

· Maintain regular communication with Division Coordinators to keep departments informed about upcoming product launches. 
· Troubleshoot development issues by working with Division Coordinators to find cost-effective and time critical solutions.
4. Secure potential customers and provide technical support and information to customers or through Division Coordinators.

5. Follow-up on lead requests, application proposals and sample orders issued.

6. Build and maintain relations with customers and prospects.

7. Take care of customer complaints.

8. Develop, execute and evaluate business development and production strategies.

9. In cooperation with Division Coordinators, assist in costing, equipment, quality control and delivery as needed.

10. Assist with collection of bad debts on solicited accounts.

11. Perform other duties as assigned and as changing conditions require and new opportunities arise.

