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FLSA Status:  Non-Exempt Pay Plan:  General 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 
Perform routine tasks in the service and maintenance of a variety of police vehicles and equipment; and 
schedule and coordinate warranty and preventative maintenance for police vehicles.  May be required to 
work variable shifts. 
 
Representative Work Functions and Responsibilities 
Change tires utilizing manual tire tools. 
 
Charge batteries utilizing battery chargers. 
 
Utilize miscellaneous hand tools. 
 
Maintain vehicle lighting systems. 
 
Schedule and transport vehicles for warranty and preventative maintenance work. 
 
Fuel city vehicles. 
 
Account for guns and other police equipment removed from vehicles; keep accurate records to maintain 
necessary fleet maintenance information, pertaining to calibrations, inspections, preventative 
maintenance work and annual audit process; transport vehicles to facilities for specialized service, repair 
or cleaning; and complete and verify work orders to describe work performed and time spent. 
 
Assist in transporting property and mail as needed. 
 
Use applicable safety and protective gear. 
 
Follow instructions and policies to ensure safe, efficient work performance using knowledge gained from 
instruction manuals and policies. 
 
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. 
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Performance Standards 
Ensure all vehicle preventative maintenance work is scheduled and completed in a timely manner; ensure 
accurate paperwork is completed and maintained appropriately; accurately track guns and equipment 
assigned to specific vehicles; perform required tasks, including tire replacement and battery charging, and 
operate equipment using safety procedures and in a timely manner; follow instructions as directed and 
complete work promptly. 
 
Minimum Qualifications 
Completion of eighth (8th) grade plus one year of experience in fields providing the required knowledge, 
skills, and abilities such as automotive maintenance; or any equivalent combination of experience and 
training which provides the required knowledge, skills, and abilities. 
 
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 
Familiarity with basic computer operations is preferred. 

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. 
 
Successful completion of polygraph examination and police background investigation. 

Successful completion of a pre-employment physical. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of basic automotive maintenance. 
2. Knowledge of proper operation and use of manual tire changing tools. 
3. Knowledge of proper operation and use of battery chargers and hydraulic jacks. 
4. Knowledge of safety procedures pertaining to handling guns and other police equipment. 

B. Skills 
1. Skill in basic automotive maintenance. 
2. Skill in the basic use of automotive repair tools. 
3. Skill in recording work required and completed for vehicles. 

C. Abilities 
1. Ability to lift and carry weight in excess of 50 pounds. 
2. Ability to work outside during adverse conditions. 
3. Ability to operate automobiles, trucks, alternative terrain vehicles (ATVs), trailer and 

motorcycles with some instruction. 
4. Ability to learn and follow oral and written instructions. 
5. Ability to write legibly. 
6. Ability to get along well with others and accept constructive criticism. 
7. Ability to keep accurate records. 
8. Ability to handle guns and other police equipment using proper safety, security and 

accounting procedures. 
9. Ability to change a tire using manual tire tools. 
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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. 

 


