
 

 
Applications Support Coordinator #02411 
City of Virginia Beach – Job Description 
Date of Last Revision: 03-02-2016 

FLSA Status:   Exempt 
 

Pay Plan:  Administrative 
 

Pay Grade:  19 
 

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 
Provide planning, direction, and integration of activities and resources for information technology 
application support and development that has City-wide impact; operations include research, technical 
support services, and policy development.  
 
Representative Work Functions and Responsibilities 
Direct and manage the provision of a broad range of application support services to assist individual 
users and City agencies in maximizing business values derived from information technology. 
 
Provide day-to-day supervision of division operations to ensure that projects are completed in a timely 
manner. Oversee division administrative matters including budget, personnel, training needs, coaching, 
and counseling of employees and promotion of learning activities. 
 
Direct full life-cycle management of simultaneous projects. 
 
Conduct long-range planning. Draft, maintain, and revise tactical and strategic plans under the direction 
of Department Leadership, to maintain a current departmental direction in keeping with technological 
advancements. 
 
Oversee specialized technical studies and evaluations of systems utilizing centralized and distributed 
data processing techniques, methodologies, and procedures. 
 
Investigate ideas and applied technology for applications for a large computer system utilizing distributed 
data processing to provide insight on potential city applications. 
 
Translate complex technical data into managerial information to aid Department Leadership in the 
decision making process. 
 
Conduct field research to provide insight into the impact of new technology on existing system 
components; maintain a liaison with other municipal and school organizations within the state to research 
public sector technology advancement and utilization. 
 
Direct the development of application support and development project plans by facilitating and directing 
multi-disciplinary teams, developing and evaluating RFP’s, tracking expenditures, etc. 
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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 
Ensure that projects are completed in a quality and timely manner in accordance with Virginia Beach 
Quality Service System (VBQSS) requirements; maintain technology expertise in systems and network 
technologies; actively monitor market trends and adjusts effectively to fluctuations and changes. Ensure 
accomplishment of projects by effectively providing oversight for division members; effectively maintain a 
long range application support plan for the City of Virginia Beach, recommending major actions for 
technological implementation; accurately and diplomatically responds to requests for information; interpret 
technical data into managerial information; effectively communicate both orally and in writing with other 
municipal agencies, co-workers, and vendors; accurately assess the impact of technological 
implementations on existing systems; maintain open communications with all divisions; interface with 
Department Leadership. 
 
Minimum Qualifications 
Requires any combination of education and/or experience equivalent to twelve (12) years in fields utilizing 
the required knowledge, skills and abilities such as Management Information Systems or Computer 
Science. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
Preferred Qualifications 
Experience in managing and deploying large enterprise applications. 
 
Experience in current technologies; RBDMS including SQL and Oracle; formal testing methodologies and 
formal project management life cycle implementation methodologies.  
 
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. 
 
Positions within this class have been designated as Alpha I positions requiring employees to work during 
inclement weather, regardless of the City’s operational status. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Thorough knowledge of the principles and practices of organizational management, 
budgeting, personnel administration, financial management, and supervisory techniques. 

2. Knowledge of the capabilities, operation, and application of medium to large scale centralized 
systems and a variety of distributed systems and associated system software. 

3. Knowledge of data base administration techniques, systems analysis, and programming. 
4. Knowledge of the methods, principles, and practices of management, business, and 

municipal government. 
5. Knowledge of data processing principles and practices in municipal government. 
6. Knowledge of the City’s Core Strategies and of VBQSS/Quality Management concepts and 

practices and how to gain staff commitment to them and apply them in a variety of municipal 
operating environments.    

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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B. Skills 

1. Skill in project planning, organization, and management. 
2.   Skill in formulating strategic and tactical plans. 

 3.   Skill in contract negotiation for goods and services.  
4.   Skill in effectively coordinating requirements of business users with the constraints of service 

providers.  
5. Skill in motivating staff to be pro-active and participatory in recognizing changes needed; 

developing and implementing such changes; planning, organizing, and completing work in a 
timely and quality manner; and coordinating application of VBQSS/Quality Management 
concepts. 

6. Skill in prioritizing varying demands and leveraging appropriate resources to accomplish 
goals. 

C. Abilities 
1. Ability to evaluate departmental direction and formulate effective policies. 
2. Ability to effectively communicate complex ideas and technical information in comprehensive 

written reports, in oral presentations to groups and in dialogue with members and customers. 
3. Ability to research, analyze and evaluate new technologies and determine 

their applicability to our requirements.  
4.   Ability to lead effective business planning efforts, develop detailed plans and manage long 

term projects involving internal and/or contractor staff. 
5.   Ability to establish and maintain effective working relationships with members at all levels of 

the organization including employees, department managers, issue teams, as well as 
municipal and outside agencies.  

6.   Ability to effectively supervise a variety of employees including  professional, technical and 
clerical. 

Working Conditions 
The below stated 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. 
 
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. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires sedentary work that involves sitting most of the time, but involves frequent walking or standing; 
exerting up to 10 pounds of force on a regular and recurring basis; and constant keyboard use. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs advanced professional level work in the analysis or interpretation of methods of an engineering, 
fiscal, legal, or managerial nature and formulates recommendations on the basis of such analysis; applies 
creativity and resourcefulness in the analysis and solution of complex problems; requires sustained, 
intense concentration for accurate results or continuous exposure to unusual pressure. 
 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This job involves a risk of limited to no exposure to any environmental hazards. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
Normal visual acuity and field of vision, hearing and speaking. 
 
 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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