
 

 
Assistant Resort Administrator #03276 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-21-22 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  15 
 
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 
Assists the Resort Administrator by serving as the primary contact for and representing the City’s interest 
on special event contracts, sponsorships, and productions of strategic and high visibility for the City. This 
position will serve as the Resort Management Office’s primary contact for special events especially those 
designed to create significant economic benefit for the businesses and residents. It will support tourism 
brand awareness and support the realization of Virginia Beach as a premiere beach destination for family 
events. The position will assist organizers in acquiring any additional necessary assistance available as 
able. This position will communicate professionally and effectively in both oral and written form and use 
all available resources, including the management of the special events coordination staff, to permit and 
coordinate city services to ensure successful production of both contracted and third-party special events 
including those produced by for profit, non-profit, and events for and by groups contracted by the 
Convention and Visitors Bureau (CVB). 
 
Representative Work Functions and Responsibilities 
Assists the Resort Administrator daily by providing information regarding services, policies, and 
ordinances that affect the successful implementation of contracted and other permitted special events.   
 
Works with the Resort Events and Programs Manager to navigate policies and procedures with city, 
state, and federal agencies ensuring a streamlined approach to limit barriers to entry for producing 
events. 
 
Represents the City of Virginia Beach to event organizers by way of designated liaison authority. 
 
Acts in accordance with best practices in public relations and routinely communicates with the Public 
Relations Manager of CVB. 
 
Responds to event organizers, business stakeholders and citizens through prepared correspondence, 
email, text/phone. 
 
Develops, plans, coordinates, and executes ongoing and short-term event assignments. 
 
Coordinates the work of subject matter experts for needed materials, reports, or services to improve the 
operation and to support the recruitment of high benefit events to the Resort Area. 
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Promotes team collaboration and adherence to quality, mission, and timelines. 
 
Contributes to the development of reports that include statistical analysis and narrative information, 
conducts necessary research, and develops reports to provide leadership with adequate information 
which will allow them to make informed decisions, set strategies, and assess goal achievement on the 
use of special events to support economic development initiatives. 
 
Use multiple information and service delivery systems, and interdepartmental resources to effectively 
execute assigned projects. 
 
Provide a list of alternatives for management to use when making decisions. 
 
Develop and store data in readily retrievable formats for use throughout the department and others 
involved.  
 
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 
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 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. Represent the Resort Administrator with diplomacy 
and political astuteness in special events and other RMO functional areas.  Assist in the planning and 
implementation of the Resort Management Office divisional strategic plan and public relations program.   
Contribute to department’s official response to citizen complaints and inquiries by researching applicable 
policies and practices and helping to compose an appropriate response.   Act as a liaison or department 
representative on committees or at meetings to exchange information on a citywide basis. Work to 
achieve consensus among stakeholders.  Supervise team of event coordinators in the permitting and city 
support coordination functions. 
 
Minimum Qualifications 
Bachelor’s degree in business, public administration, public relations, or related field and six (6) years of 
experience utilizing the knowledge, skills, and abilities associated with such positions as Special Events 
Director OR an equivalent combination of education (above high school level) and/or experience 
equivalent to ten (10) years in fields utilizing the knowledge, skills, and abilities associated with this 
position. Be a problem solver and have strong negotiation and persuasive skills.  

Preferred Qualifications 
Master’s degree in business, public administration, public relations, or related field. 
 
Demonstrated experience as a problem solver with strong negotiation and persuasive skills. 
 
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. 
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Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of department/division organization and operation. 
2. Knowledge of current research methods and reporting techniques and procedures. 
3. Knowledge of current IT systems and City standard software applications. 
4. Knowledge of City human resources policies and procedures. 
5. Knowledge of public relations procedures and techniques. 
6. Knowledge of supervisory techniques. 
7. Knowledge of budgeting and financial recordkeeping procedures. 
8. Knowledge of the City’s enterprise financial and human resources automated software 
application. 
9. Knowledge of the City’s policies, procedures, and administrative directives as they pertain to 
processing personnel or financial transactions. 

B. Skills 
1. Skill in researching various topics and compiling accurate written and/or oral reports. 
2. Skill in operating city standard systems and software applications. 
3. Skill in communicating with organizers, citizens and/or employees tactfully. 

C. Abilities 
1. Ability to effectively communicate and express ideas verbally and in writing. 
2. Ability to analyze problems or situations and recommend solutions. 
3. Ability to establish and maintain effective working relationships with the general public, 
employees, outside agencies, and city officials. 
4. Ability to comprehend and follow oral and written instructions. 
5. Ability to perform tasks requiring incumbent to sit for extended periods throughout the workday. 
6. Ability to prepare detailed reports and documents that may require review and input from 
Supervisor(s) or Department Director. 
7. 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. 
8. Ability to perform a variety of assigned tasks that may vary from day to day. 
9. Ability to perform tasks that require obtaining cooperation from co-workers or citizens to 
accomplish assigned tasks. 
10. Ability to work independently, but seek guidance when uncertainties arise. 
11. Ability to interpret, remember and apply policies and procedures as they relate to work tasks. 
12. Ability to adjust routine procedures to accommodate challenges or improve processes. 
13. Ability to adjust to typical work stressors and maintain composure in stressful situations. 
 

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. 
 
 


