
 

 
Administrative Specialist II #01815 
City of Virginia Beach – Job Description 
Date of Last Revision: 03-02-2016 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  22 
 
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 
Perform complex professional administrative duties requiring research and analysis in support of a 
municipal executive or middle manager. 
 
Representative Work Functions and Responsibilities 
Conduct research and analysis, identifying internal and external resources to obtain information and data 
and composing reports requiring in-depth knowledge of the division/department’s business and City 
processes; analyze data from numerous sources, extracting data pertinent to the study, evaluating its 
application to department/division requirements, and compiling and structuring data into understandable, 
functional format; review reports on related issues from other jurisdictions, reference books, 
city/state/federal code, legal briefs/decisions, etc. and analyze information and its applicability to the City 
of Virginia Beach; author narrative and statistical reports and presentations that present alternatives for 
decision-making to higher authorities; and may provide a listing of alternatives with the pro’s and con’s of 
each alternative, endorsing one alternative and providing supporting justification. 
 
Coordinate preparation of the annual budget for a department or large division, providing supporting 
documentation for modifications to budget, based on research and analysis; monitor execution of 
department division budget, advising manager of  projected overages/shortages and recommending 
corrective action including programmatic changes for future budget years; provide input in the 
development of division or department goals and objectives so that agency-wide coordination toward 
accomplishing them may result; and prepare supporting documentation for modifications to budget based 
on research and analysis. 

 
Coordinate with Human Resources on a variety of HR functions including policies and procedures, 
training, employee relations issues, etc.; provide information to Members on routine policy and procedural 
issues, liaising with Human Resources on more complex issues to obtain assistance in interpretation of 
city policies and procedures; develop, update and assist in the implementation of department/division 
policies and procedures; coordinate with Human Resources to ensure department policies, procedures, 
and practices are consistent with city policy; identify training required to maintain professional or special 
certifications or qualifications unique to division/department personnel; research appropriate vendors to 
coordinate the scheduling and delivery of training to department/division personnel; solicit feedback on 
training to recommend training modifications and to assess effectiveness of vendor’s training; and assist 
with forecasting of personnel requirements, reviewing overall staffing levels to assess requirements for 
increased/decreased FTE’s and required competencies and levels of competencies within professional 
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fields.  

  
Create desktop applications to produce spreadsheets or reports for department/division use.  

 
May assist in the planning and implementation of public relations programs undertaken by the division or 
department; and coordinate department’s official response to citizen complaints and inquiries by 
researching applicable policies and practices and then composing an appropriate response for signature 
by higher authority. 
 
Serve as a department or division representative on committees and at meetings to exchange information 
on a citywide basis.  
 
May supervise support staff. 
 
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 
Conduct thorough research; prepare accurate and concise reports and presentations and presents them 
in a timely manner; provide viable alternatives to management as a result of research and analysis; 
thoroughly prepare and submit annual budget by deadline; accurately track division or department 
expenditures; maintain accurate finance/budget records and advises management of anticipated issues; 
effectively conduct needs analysis to identify training needs and evaluates effectiveness of the training; 
demonstrate clear understanding of organizational mission by setting effective goals; effectively develop 
microcomputer applications that enhance efficiency and productivity of staff; establish effective rapport 
with internal and external contacts; communicate effectively to groups and individuals in both oral and 
written form; adhere to all City and division/department policies and procedures when supervising 
employees or carrying out other human resources functions. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to six 
(6) years in fields utilizing the required knowledge, skills, and abilities, such as business or public 
administration. 
 
Preferred Qualifications 
May vary with position assigned. 

 
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 City-wide emergencies. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of department/division and citywide organization and operation. 
2. Knowledge of current research methods and reporting techniques and procedures. 
3. Knowledge of current microcomputer systems and word processing, spreadsheet, database 

management, and presentation software. 
4. Knowledge of city human resources policies and procedures. 
5. Knowledge of public relations procedures and techniques. 
6. Knowledge of supervisory techniques. 
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7. Knowledge of budgeting and financial record keeping policies and procedures. 
8. Knowledge of business mathematics and budget terminology. 

B. Skills 
1. Skill in performing research and compiling written and oral reports. 
2. Skill in performing analysis of statistical and narrative data. 
3. Skill in analyzing financial transactions and documents to ensure proper processing. 
4. Skill in developing microcomputer applications using standard, up-to-date desktop software. 
5. Skill in communicating with citizens and/or Members tactfully. 

C. Abilities 
1. Ability to provide comprehensive and accurate financial tracking of divisional, departmental, 

or city capital projects. 
2. Ability to effectively communicate and express ideas verbally and in writing. 
3. Ability to analyze problems or situations and implement solutions. 
4. Ability to comprehend and follow oral and written instructions with minimal guidance from 

others. 
5. Ability to establish and maintain effective working relationships with the general public, 

Members, outside agencies, and city officials. 
6. Ability to perform tasks requiring incumbent to sit for extended periods of time throughout the 

workday. 
7. Ability to operate a computer and use city standard software applications. 
8. Ability to prepare detailed reports and documents that may require review and input from 

Supervisor(s) or Department Director. 
9. Ability to maintain an appropriate work pace, focus on routine and complex tasks without 

distraction or compromising accuracy, and complete task within expected time frame. 
10. Ability to perform a variety of assigned tasks that may vary from day to day. 
11. Ability to perform tasks that require obtaining cooperation from co-workers or citizens to 

accomplish assigned tasks. 
12. Ability to work independently, but seek guidance from uncertainties arise. 
13. Ability to interpret, remember and apply policies and procedures as they relate to work tasks. 
14. Ability to adjust routine procedures to accommodate challenges or improve processes. 
15. Ability to adjust to typical work stressors and maintain composure in stressful situations. 
16. Ability to direct, control, and plan the work of others. 

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. 
 
 


