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IRVING, TEXAS - A VIBRANT COMMUNITY IN WHICH TO VISIT, LIVE, WORK, AND PLAY 
 

Irving, Texas, strategically situated between Dallas and Fort Worth, is home to more than 230,000 residents. Its strategic 
location, extensive transportation network (which includes both a region-wide light rail system as well as an efficient 
network of highways) and proximity to both Dallas/Fort Worth International Airport and Love Field, attracts numerous 
travelers, residents and businesses to the city. 

Irving’s thriving economy is anchored by 8,500 local and multi-national companies, including the global headquarters of 
seven Fortune 500 corporations and more than 45 Fortune 1,000 companies. Our convenient location to two major 
airports and its sprawling urban business districts are major attractions to the corporate world.  Among the corporations 
calling Irving home to their world headquarters are:  ExxonMobil, Kimberly-Clark, Fluor, Commercial Metals, Celanese, 
American Eagle/Envoy Airlines and Pioneer Natural Resources. A number of associations are headquartered in Irving, too, 
including: American College of Emergency Physicians, Mothers Against Drunk Driving, Electronic Safety Association, Boy 
Scouts of America and Promotional Products Association International. 

Of Irving’s 67.6 square miles of land area, more than 
15,000 acres are dedicated to master- planned 
developments. These well-designed developments 
include Las Colinas, Valley Ranch, DFW Freeport, 
Heritage Crossing District, and multiple retail centers. 

Irving has more than 75 hotels/motels, more than 100 
shopping centers, and more than 500 restaurants.  
Irving’s newest visitor asset is the Toyota Music Factory, 
including its Live Nation Pavilion, Alamo Drafthouse 
Movie Theater and a dozen restaurants, with more 
coming. Nearby, Water Street recently made its debut 
across from the Mustangs at Williams Square, featuring 
another distinctive collection of restaurants along Irving’s 

Lake Carolyn. Irving also offers exceptional opportunities for recreation with more than 80 parks and beautification areas 
on 1,872 acres with 1,451 developed acres, six full-time recreation centers offering a variety of indoor sports, two aquatic 
centers, a dog park, a trail system, lighted tennis courts, a youth action center, and a senior activity center. 

Irving’s visitor industry is vibrant, with the city welcoming 3.75 million visitors annually, who collectively spend more than 
$2.68 billion in Irving. Visitors to Irving represent a very attractive demographic - they travel primarily for business, are 
well-educated, spend an average of $309 per day, and more than 90% say they want to return here.  The city is often 
described as being “built for business” and it’s evident in how much business gets done here. 

https://www.irvingtexas.com/visitor-info/about-irving/water-street/
https://www.irvingtexas.com/visitor-info/about-irving/water-street/
http://mustangsoflascolinas.com/
http://mustangsoflascolinas.com/
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Even though the City accommodates considerable business needs and priorities, there are distinct local attractions, unique 
historic sites and distinctive parks that can also be found throughout the city.  Here is just a sample of our thriving and 
growing attractions: 

The Mustangs at Las Colinas and the Mustang Exhibit the Las Colinas Urban Center – 
features the world’s largest equestrian sculpture in the world 

The Ruth Paine House Museum - opened in 2013 to coincide with the 50th 
anniversary of the assassination of President John F. Kennedy 

Jackie Townsell Bear Creek Heritage Center – spotlights the Bear Creek Community, 
the oldest African-American community in Dallas County 

Campion Trails - a world-class 22-mile bike and hike greenbelt located on the shores 
of the Trinity River’s Elm and West Forks 

Mandalay Canal and Lake Carolyn – enjoy a gondola ride or paddle board along the 
canal and beautiful urban lake 

Irving can best be described as “urban suburban” and is one of the fastest growing cities in the country. Irving offers 
vibrant cultural and living alternatives appealing to any life stage and budget.  Diverse, affordable and even luxurious 
residential options are available, ranging from trendy new lofts, to well-groomed neighborhoods perfect for young 
families, to executive estates.  In addition to a range of residential options, there are also natural sanctuaries, green spaces 
and outdoor spaces for exploring. 

Irving’s residents are well served through the community’s healthcare systems, and educational opportunities abound. 
Irving is served by the Irving, Carrollton-Farmers Branch and Coppell independent school districts, as well as a variety of 
private and parochial schools and academies. Irving also boasts three fully accredited institutions of higher learning, DeVry 
Institute of Technology, North Lake College and the University of Dallas. The city also is within easy commuting distance 
to the University of North Texas, Texas Woman’s University, Southern Methodist University, University of Texas at 
Arlington, University of Texas at Dallas, Texas Christian University and Texas Wesleyan College. 

IRVING CONVENTION AND VISITORS BUREAU 

The Irving Convention and Visitors Bureau (ICVB) and its Board of Directors were established by city charter in 1972.  The 
ICVB functions as department of the City of Irving, however, it is responsible to the Irving City Council, reporting through 
its Council-appointed Board of Directors.  The Board recently adopted its 2018-2021 Strategic Plan.  The Irving Convention 
and Visitors Bureau enhances Irving’s economy and quality of life by marketing and advocating for the development of 
Irving as a premier destination. 

Funded solely by hotel tax collections, the Irving CVB connects corporate, convention and leisure visitors to our hospitality 
industry partners - the city's hotels, meeting venues, restaurants, attractions and shops, as well as attractions throughout 
the Dallas/Fort Worth area. The strength of the visitor industry and the city's hotel tax collections also provide the funding 
resources for the Irving Arts Center and the Preservation and Redevelopment Program. 

The ICVB has 21 full-time positions and 22 part-time positions. The annual operating budget is approximately $9.5 million. 
The ICVB offices inside the Irving Convention Center. 

http://mustangsoflascolinas.com/
http://mustangsoflascolinas.com/
https://www.cityofirving.org/498/Ruth-Paine-House-Museum
https://www.cityofirving.org/498/Ruth-Paine-House-Museum
https://www.cityofirving.org/496/Jackie-Townsell-Bear-Creek-Heritage-Cent
https://www.cityofirving.org/496/Jackie-Townsell-Bear-Creek-Heritage-Cent
https://www.irvingtexas.com/listings/campion-trails/491/
https://www.irvingtexas.com/listings/campion-trails/491/
https://www.irvingtexas.com/listings/mandalay-canal-walk-at-las-colinas/700/
https://www.irvingtexas.com/listings/mandalay-canal-walk-at-las-colinas/700/
https://www.irvingtexas.com/
https://www.irvingtexas.com/
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IRVING CONVENTION CENTER AT LAS COLINAS 

The Irving Convention Center at Las Colinas represents the innovative future of meetings and events. With almost 100,000 
square feet of meeting and exhibit space, the building's unique architecture, vertical design, and interior finishes create a 
new niche in the marketplace. The building is operated by SMG, with the Irving CVB serving as the contract administrator. 

And the opportunities don't stop at the building's walls. Ideally situated on 40 acres in the heart of Irving's Las Colinas 
Urban Center, the convention center represented the first phase of a master-planned visitor district opening in January 
2011. The second phase, the Toyota Music Factory, came on line beginning in September 2017, and the final phase, a 350-
room Westin hotel will open in March 2019. 

MUNICIPAL ORGANIZATION 

Irving is governed by a Home Rule Charter with a Council-Manager form of government. The elected governing body 
consists of a Mayor and eight-member City Council, each elected for three-year terms. The Mayor and two council 
members are elected at-large, while six members are elected by single-member districts. The City Manager is appointed 
by the Mayor and Council and serves as the chief executive officer for the city. The City of Irving prides itself on resident 
involvement, innovation and efficient use of municipal resources. Municipal services are guided by the city’s strategic 
plan. The city was honored with the 2012 Malcolm Baldrige National Quality Award and is the first city in Texas to receive 
this distinction. Irving also was the first to receive the Texas Award for Performance Excellence awarded in 2011. 

The City recently has updated several long-range studies, including its Comprehensive Plan and the creation of a new 
Economic Development Strategic Plan. A Parks Master Plan process is currently underway. 

POSITION SUMMARY 

The CVB Assistant Executive Director (AED) – Finance & Administration is responsible for the internal organizational 
processes that allow the ICVB to continue to grow and fulfill its mission. The position is expected to lead strategic direction 
in Business Processes (Information Technology, reporting, and facilities), Finance (accounting, purchasing, and budget) and 
Human Resources (recruiting, employee relations, and training). The AED/Administration is expected to identify, research, 
develop, and implement opportunities and practices that enable the ICVB to be a leader as a destination management 
organization and help others at the ICVB deliver measurable, cost- effective results that make the vision a reality. The 
position serves as a key liaison to the Board of Directors and works with community partners, including city officials and 
members of the hospitality industry. The position also serves as the Compliance and Accreditation officer for the 
organization.   

The position reports directly to the Executive Director. 

See organization chart attached. 

KNOWLEDGE & EXPERIENCE 

• Knowledge of management principles and practices including strategic planning, contract management,
resource allocation, and supervision.

• Knowledge and experience with third-party contract administration
• Knowledge of all facets of destination management including convention center
• Knowledge of Human Resource practices and laws.
• Knowledge of Accounting/Governmental Accounting Principles, particularly as it relates to Government

Accounting.

https://www.irvingconventioncenter.com/
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• Skill in partnering with a dynamic leadership team and maintaining productive relationships with the ICVB
Board of Directors, city officials and members of the hospitality industry.

• Skill in judgement and decision making.
• Skill in developing and making presentations.
• Ability to research, plan, and implement new practices, programs and policies to ensure efficient and effective

ICVB operations.
• Ability to anticipate problems, identify alternative courses of action, and prepare recommendations.
• Ability to be flexible and multi-task within an ambiguous, fast-moving organization.

QUALIFICATIONS 

Education 
Equivalent of a Bachelor’s degree from an accredited college or university with major course work in Business 
Administration, Human Resources, Law, Finance, or Accounting. 

Experience 
15+ years of experience in a convention and visitors bureau (preferred) or City Government, Chamber, or Economic 
Development organization, or a not-for-profit association; 10+ years working directly with a Board of Directors or a body 
of elected officials; 10+ years supervisory experience. 

Certificates, Licenses, Registrations 
Texas Driver’s License - Required 
Certified Association Executive – (CAE) – Preferred 
Certified Destination Management Executive (CDME) – Preferred 
Certified Public Accountant (CPA) – Preferred 

TOP PRIORITIES FOR THE FIRST 6 - 12 MONTHS 

1. Evaluate – with staff input – the current IT support assessment structure and what is needed most from a systems
and resources standpoint. Assess and fill the currently vacant IT director position.

2. Be prepared to research and implement any next steps necessary to move forward with a Tourism Public
Improvement District (TPID), assuming legislative authority is passed by the Texas legislature this session.

3. Work closely with the Sales & Services and Marketing & Communications departments to learn their respective
priorities and needs while understanding how this position will help affect the efficiency within the Sales &
Services and Marketing & Communications departments.

4. Understand the identity of the destination and the immediate competitive set.
5. Review the ICVB Board Strategic Plan for this position’s responsibilities and engagement with the Board & Business 

Development Committee.
6. Assess organization-wide training needs, in partnership with SMG/ICC, and identify training opportunities

compatible with required City of Irving coursework, while complimenting the specific needs of the ICVB, including
new employee orientation and the internal employee recognition program.

7. Understand the dynamics and “to do’s” with keeping the ICVB accreditation through DI; the ICVB is scheduled to
submit for reaccreditation in 2020.

8. Learn the Texas and local legislative calendars; establish systems to monitor legislation related to the industry and 
make recommendations to the Executive Director; work closely with the City and Chamber Legislative Affairs staff
members to assure ICVB issues and perspectives are included in legislative agendas.

9. Immediately form strong and meaningful relationships with all stakeholder groups to include elected and
appointed officials, the Board of Directors as well as hospitality industry and local business leaders.

10. The City is transitioning to a new ERP system, with the first phase going in place October 1, 2019, and the final
phase October 1, 2020.  ICVB Finance staff is directly involved with training and transitioning, and the new AED
will need to get up to speed on the new system as quickly as possible.
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11. Conduct an assessment of all “processes and practices” within the Finance & Administration department to ensure 
it is efficient and effective. While making changes where needed, always keeping in mind that all other internal
divisions of the organization are this department’s “clients.”

12. Assess and evaluate the Finance & Administrative department’s direct staff deployment and responsibilities to
ensure efficient practices.

13. Learn the City of Irving budget and financial processes and become familiar with the ICVB budget; be prepared to
speak as needed on financial aspects of ICVB projects and/or contracts.

14. Learn the City of Irving contract and purchasing processes so you can help all internal departments be efficient
and effective.

15. Review all City of Irving personnel and financial policies and review existing ICVB-specific policies, to determine
any additional needs or adaptations.

If interested in learning more about this great opportunity, please use the link below to apply or send your resume to 
the SearchWide Global Execu�ve listed below. 

Mark Gnatovic, Executive Vice President | SearchWide Global 

www.searchwideglobal.com | info@searchwideglobal.com  

817-251-9118 (direct) | 817-789-9879 (mobile)

About SearchWide Global 

SearchWide Global is a full service executive search firm primarily for companies in the travel, tourism and convention, and hotel and 
lodging industries. We specialize in C-Level, Director and Management level executive searches for companies ranging in size from 
Fortune 500 corporations to mid-sized public and private companies.  

http://www.searchwideglobal.com/
http://www.searchwideglobal.com/
http://www.searchwideglobal.com/
http://www.searchwideglobal.com/
mailto:info@searchwideglobal.com
mailto:info@searchwideglobal.com

