
 

 

  
     Administrative Services Coordinator –  

   Strategic Initiatives and Special Projects #3164  
      City of Virginia Beach – Job Description  

      Date of Last Revision:  09-29-2022  

  

FLSA Status:  Exempt  Pay Plan:  Administrative  Grade:  12  

  

City of Virginia Beach Organizational Mission & Values  

The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 

community and provide sustainable municipal services which are valued by its citizens. The City of 

Virginia Beach organization is based upon a belief in the democratic process of government. This belief 

provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 

of public policy. This process is enhanced by organizational values which guide member performance 

within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  

We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 

inclusion and diversity.  

  

Class Summary  

Coordinate the operations, functions, and initiatives necessary to meet the Commission for Accreditation 

of Park and Recreation Agencies (CAPRA) accreditation standards and strategic plan requirements that 

are tied directly to the Department of Parks and Recreation mission, goals, and values. Lead, coordinate, 

and manage critical policies, plans, goals, customer service activities, virtual platforms and programming, 

emergency planning, and other initiatives and their timely completion.   

  

Representative Work Functions and Responsibilities  

Lead and coordinate the development and management of the departmental customer service model, 

program, and its training components and initiatives. 

 

Lead and coordinate the department’s data analytics and performance measurement initiatives. Drive 

strategic planning efforts using data analytics to streamline workflow processes. Oversee various special 

programming and project components in relation to data analytics and performance measurement 

findings.   

 

Serve as subject matter expert on departmental financial, operating, and/or strategic performance using 

verified statistical modeling, research, data collection and analytics. 

  

Promote and foster enhanced teamwork and team morale while developing matrices and other 

mechanisms to maximize individual and unit productivity 

 

Oversee high-level director-, deputy director-, and administrator-lead special projects and initiatives 

focusing on prompt response and completion times and process improvements. “Dotted line” or “extended 

span of control” over staff participation, completion, and accountability in these various high-level led 

projects and programs. 

 

Lead and coordinate departmental emergency planning efforts and activities to include training 

requirements planning (e.g. bloodborne pathogens, first responder, etc.,) and management of the 

departmental Continuity of Operations Plan (COOP).  
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Recommend and drive new departmental initiatives, as necessary. 

 

Supervise a team of professional staff members supporting the department’s services and operational 

functions specific to short- and long-range strategic planning goals and objectives; customer service; 

special projects; performance metrics; data analysis, and policy management.  Manage the work of 

subject matter experts and project teams/team members to deliver timely, required outputs. 

 

Facilitate and provide clear and concise oral, visual, and written presentations for senior leaders, council, 

and other executive level stakeholders. 

 

Develop, manage, and execute departmental policies, procedures, administrative directives, and 

agreements. 

 

Coordinate and direct administrative functions to include divisional budget, and unit-specific payroll 

administration.  

  

Perform skills gap analysis on senior management and develop and implement programs accordingly. 

Assess internal people equity for meaningful cross-training and/or “miniseries” training sessions aimed at 

increasing the overall effectiveness of leadership.  

 

Provide professional input needed to clarify issues and desired outcomes, develop possible action plans, 

and present recommendations to senior leadership.  Pursue viable actions that ensure compliance, while 

limiting interference, with sound business practice.  

  

Collaborate with the Department’s Leadership as needed to ensure consistency in the application of 

policies and procedures.  Maintain confidential but current awareness of actions / decisions that may 

impact related activities and outcomes.   

  

Coordinate unit-specific human resources functions to include employee relations, staffing, performance 

management, training, and leave management. Follow effective hiring and recruitment practices. 

Coordinate and liaison with the Department’s Human Resources Coordinator regarding HR functions, 

practices, and issues.  

 

Evaluate and recommend modifications to departmental policies and procedures in response to changes 

in City Policy, City strategy and Council directives, or perceived problems.   

  

Represent the department and/or city on various committees, teams, and task forces as assigned; and 

coordinate department/city process improvement teams.  

  

Respond to complaints and make recommendations for alleviating problem areas.   

 

Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 

duties described or less. Individual assignments will be determined by the supervisor based on then 

current workloads and department needs.  

  

Performance Standards  

Effectively motivate, lead and supervise teams and staff; complete complex analyses; produce reports 
and presentations; initiate and oversee high-level projects utilizing performance measures and data 
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analytics tools; maintain working knowledge of emergency operations, strategic plans, organizational 
development, and visioning practices; maintain flexibility and adaptability to meet goals and objectives of 
the department and City; evaluate, coordinate, and implement departmental programs, and high-level 
initiatives; coordinate short and long range planning; recommend viable alternatives to improve 
productivity and morale; recommend course of action for problem areas to upper management; provide 
correct and sound information to staff regarding personnel, administrative policies and procedures; 
anticipate research needs and initiate projects; respond in a timely and professional manner to queries; 
represent the department on various committees, boards, and  commissions; coordinate activities within 
the department, with other city agencies and the public; and effectively communicate with staff and 
general public.   
  

Minimum Qualifications  
Requires a Bachelor’s degree in Public Administration, Business Administration, Project Management or a 
related field and six (6) years of experience utilizing the required knowledge, skills, and abilities in areas 
such as project management; special projects and initiatives; research, data analysis, and performance 
measurement; or emergency planning; OR any combination of education (above the high school level) 
and/or experience equivalent to ten (10) years in fields utilizing the required knowledge, skills, and 
abilities.  
 
Must have a current and valid driver’s license.  
 
Preferred Qualifications 
Master’s degree in Public Administration, Business Administration, Data Science, Organizational 
Development, or related degree.  
 
Special Requirements  
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or Citywide emergencies.   
  
Knowledge-Skills-Abilities Required to Perform Satisfactorily  
A. Knowledge  

1. Knowledge of administrative, management, and supervisory principles and techniques.  
2. Knowledge of strategic planning processes, implementation, and evaluation. 
3. Knowledge of the philosophy, principles, practices, methods, and processes of data analysis, 

performance measurement, facilitation, and customer service modeling. 
4. Knowledge of research and statistical analysis and techniques. 
5. Knowledge of local government organization and procedures, and public administration.  
6. Knowledge of the philosophy, principles, practices and methods of departmental programs.  
7. Knowledge of the applications of data processing and information technology systems 

including microcomputers, supporting equipment and software.  
B. Skills  

1. Skill in supervising administrative and support functions.  
2. Skill in coordinating a wide range of human resources needs and in developing, delivering 

and evaluating training programs.  

3. Skill in establishing and maintaining good working relationships with fellow employees, city 

staff and the public.  

4. Skill in counseling and interviewing techniques.  

5. Skill in training needs assessment, assessment of training programs, program customization 

for target audiences, and their evaluation for continued use.  

6. Skill in the interpretation of department related policies and procedures and other city related 

documents.  
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C. Abilities  

1. Ability to evaluate short- and long-term plans and programs.  

2. Ability to develop, interpret, and administer agency policies and procedures.  

3. Ability to work independently and make decisions within assigned authority and subject 

expertise; to interpret and apply City policy consistent with intended practice and existing 

precedence.  

4. Ability to analyze various alternatives and recommend feasible solutions to problems.  

5. Ability to communicate clearly and concisely in both written and oral forms.  

6. Ability to interpret and analyze technical and statistical information and reports.  

7. Ability to apply microcomputer technology to meet office automation/records needs.  

8. Ability to lead, plan, coordinate, and direct/supervise the work of others.  

9. Ability to maintain confidentiality.  

10. Ability to work effectively with persons of diverse backgrounds.  

11. Ability to effectively respond to change as well as facilitating change in response to 

organizational or departmental priorities, process improvement, legal developments, or 

technological advances  

12. Ability to identify various learning opportunities (training, self-study, or new work experiences) 

for self and others to achieve organizational and career development goals.   

 

Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent 
in the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available 
at the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 

 


