
 

 
Business Manager #02970 
City of Virginia Beach – Job Description 
Date of Last Revision: 01-04-2016 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  18 
 
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 
Manage the financial, customer relations, human resources and customer information functions of Public 
Utilities. 
 
Representative Work Functions and Responsibilities 
Manage departmental customer information programs including: Water Conservation Program, 
Receptionist Center, Pipeline Newsletter, Consumer Confidence Report, annual reports, media relations, 
customer satisfaction, etc. 
 
Coordinate preparation of the department’s operating and capital budgets; manage the water and the 
sanitary sewer enterprise fund to ensure full compliance with all master bond resolution requirements; 
and oversee the maintenance of accounting ledgers, records and files to provide operational and capital 
cost accounting. 
  
Prepare operating and analytical financial reports and recommendations to establish long/short-range 
goals and objectives. 
 
Provide overall management for all customer accounts including collection of fees, establishing accounts, 
billing, collections, meter turn-ons/offs and customer correspondence. 
 
Responsible for managing the department’s water and sanitary sewer mandatory connection programs. 
 
Responsible for implementing new technology and training teams engaged in customer relations to 
enhance customer service while making efficient use of resources. 
  
Provide administrative interpretation of City Code and City policies, and coordinate code revisions to 
improve customer service, implement legislative changes, and/or change fees or rates. 
 
Coordinate with City Attorney’s office regarding legal grievances or legal assistance. 
 
Coordinate all Human Resources matters for the department including job classifications, member 
training, grievances, processing personnel transactions, market salary surveys, 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 a favorable financial condition of the utility and the water/sanitary sewer enterprise fund, for both 
now and the future; facilitate the recommendation of water and sanitary sewer rates and fees such that 
compensatory levels are maintained to ensure sufficient revenues based upon sound financial principles 
and in compliance with accepted cost-of-service rate making practices; must ensure compliance with the 
Virginia Beach-Norfolk Water Services Contract related to charges assessed against Virginia Beach from 
Norfolk for receiving, conveying, treating and delivering water from Lake Gaston to Virginia Beach; ensure 
that all financial records and transactions are maintained in an auditable condition; ensure that proper 
billing and collection cycles are maintained to generate a consistent and adequate flow of revenues to the 
department; must develop and maintain a customer accounting system that will allow the department to 
determine compensatory fees for various activities, compare internal costs with out-sourcing, and 
determine methods to reduce the cost per unit of service delivered; must ensure effective supervision to 
all business division members, and that proper communication channels are established and maintained 
throughout the organization; must ensure that service to customers is always maintained at the highest 
level possible and that policies and procedures are established to provide professional and equitable 
treatment of customers at all times; must deliver and maintain benchmarks to determine the efficiency 
and effectiveness of delivery of services to customers; must develop and maintain web-enabled systems 
to allow customers to access account information and conduct business via Internet; must work with the 
City Treasurer to develop and maintain multiple locations for customers to pay water and sanitary sewer 
bills to improve services and convenience to customers; must develop and maintain a pro-active 
education program to enhance customer relations in areas such as water conservation, checking for 
leaks, water quality, emergency cut-off procedures, reading meters, billing procedures, etc. 
 
Minimum Qualifications 
Any combination of higher level education equivalent to ten (10) years including at least three (3) years in 
a supervisory role in fields utilizing the required knowledge, skills and abilities such as business/public 
administration, budget, finance administration or management/program analysis.  
 
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 
Bachelor of Science in Business Administration or Public Administration, and Master’s degree in Business 
or Public Administration, and a minimum of ten (10) years’ experience in a management role utilizing the 
required knowledge, skills, and abilities. 
 
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. Complex economic, accounting, financial, business and public administration, information 
technology, and human resource management principles. 

2. Billing and collecting operations. 
3. Customer relations and communications. 
4. Team dynamics required to build, facilitate and coach teams on a frequent and on-going 

   
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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basis. 
5. The preparations/administration of municipal operating and capital improvement budgets, and 

the principles of revenue bonds. 
6. Principles, practices, and procedures of human resources, municipal financial management 

and administrative systems. 
7. The department organization, programs, and functions. 
8. City ordinances and policies governing departmental programs/operations. 
9. The application of current information management hardware/software. 
10. Virginia Beach Quality Service System (VBQSS) 

B. Skills 
1. Communicating with the public, business, and governmental leaders. 
2. Quickly assessing resource, demands, and policy implications of pending 

issues. 
3. Accurately anticipating the consequences of personnel decisions and develop solutions, 

recognizing that the decision made may significantly impact the organization. 
4. Politely and diplomatically handling disgruntled customers, along with presence of mind in 

negotiations.  
5. Reviewing and interpreting financial records, preparing detailed financial reports, cost 

accounting studies, and generating complex revenue projections. 
6. Establishing work procedures which maintain work flow. 
7. Coordinating ideas from many people/groups and develop into a unified response. 
8. Handling difficult interpersonal working relationships with employees and the public using tact 

and diplomacy. 
9. Oral and written communications covering technical and non-technical subjects. 

C. Abilities 
1. Prepare and present detailed financial records and technical reports. 
2. Communicate effectively both orally and in writing. 
3. Prepare departmental policies and procedures. 
4. Develop new ideas into workable plans and to communicate those plans to administration. 
5. Train and supervise the work of the staff. 
6. Effectively handle and resolve difficult and disagreeable complaints. 
7. Establish and maintain effective working relationships with department, other city 

officials/employees, general public and outside agencies. 
8. Listen effectively. 
9. Effectively incorporate the Virginia Beach Organizational Values into his/her management 

philosophy. 
 

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. 
 

   
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 
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Page 3 of 4 
 



Business Manager #02970 

Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires sedentary work that involves walking or standing some of the time and involves exerting up to 
10 pounds of force on a regular and recurring basis and routine keyboard operations. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes. 
Performs professional level work requiring the application of principles and practices of a wide range of 
administrative, technical, or managerial methods in the solution of administrative or technical problems or 
coordination of entry level managerial work; applies general understanding of operating policies and 
procedures to solve complex administrative problems; requires continuous, close attention for accurate 
results or frequent exposure to unusual pressure. 
 
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. 
This job requires normal visual acuity, and field of vision, hearing, and speaking. 
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