
 

 
Business Manager – Public Works #02970 
City of Virginia Beach – Job Description 
Date of Last Revision: 6/21/2021 

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 
Supervise divisional leads within the Public Works Business Center provide centralized oversight and; 
management for the financial, customer relations, human resources, payroll and purchasing functions of 
the Department of Public Works. As a City Manager appointee, this position serves at the pleasure of the 
City Manager and is not considered part of the merit service as defined in City Code, section 2-75. 

Representative Work Functions and Responsibilities 
Develop and manage centralized business center to provide oversight and management for the financial, 
customer relations, human resources, payroll, purchasing, and administrative functions of the Public 
Works Department and serve as the liaison to other City departments.  Responds to inquiries related to 
departmental programs and operations and serves as the liaison to the City Manager and Mayor’s Offices 
regarding citizen inquiries and complaints.  
 
Provide oversight for departmental financial structure and budgetary reporting for compliance with 
applicable City and State Codes, administrative directives and procedures.  Provide fiscal and 
administrative accountability for the departmental Operating Budget, and Capital Improvement Programs.  
Coordinate departmental procurement, accounts payable, and contracts management functions across all 
divisions.   
 
Coordinate preparation of the department’s operating and capital budgets, including, general and 
enterprise funds, internal service funds, special revenue funds and special service district funds, grant 
funds, and capital improvement program funds.  Forecast revenues and recommend appropriate rates to 
meet operational, capital and applicable debt service needs 
 
Prepare operating and analytical financial reports and recommendations to establish long/short-range 
goals and objectives. Oversight of performance measurement and data analytics responsibilities on a 
department-wide basis. 
 
Prepare department’s operating and multi-year fund budgets; submit timely responses to Budget and 
Management Services; participate in budget presentations to City leadership; prepare City Council 
Agenda Items for mid-year budget issues and represent department at Agenda Review meetings. 
 
Manage the Storm Water Enterprise fund to ensure full compliance with all debt management policies; 
track billed services and collections against revenue estimates for various funds; and oversee the 
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maintenance of accounting ledgers, records and files to provide operational and capital cost accounting.  
 
Coordinate with the Department of Public Utilities related to billing and account management for storm 
water and solid waste collection; ensure programmatic compliance of proper billing and collection cycles 
to generate a consistent and adequate flow of revenues to the department; investigate discrepancies and 
unusual trends in billings and collections. 
 
Manage departmental customer information programs to internal and external customers.   Coordinate 
customer and citizen communications about departmental programs in conjunction with operational 
subject matter experts. 
 
Responsible for implementing enhanced or new technologies and training teams engaged in customer 
relations to enhance customer service while making efficient use of resources.  
 
Provide administrative interpretation of State and City Code and City policies, knowledge of applicable 
federal regulatory impacts, 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 recruitment and hiring, job 
classifications, member training, disciplinary action, grievances, processing personnel transactions, 
market salary surveys, etc. 
 
Ensure compliance with responding to Freedom of Information Act requests, as well as, document and 
records management, including overseeing the file room; and other administrative tasks needed for the 
effective operation of the department. 
 
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 the division is well-managed and operated efficiently, and in compliance with local, state and 
federal policies as well as City and departmental procedures; financial reporting is timely and accurate; 
billing receipts are maximized; staff is engaged, trained, supported and productive; expectations are 
clearly communicated and in alignment with the goals and mission of the department; participation in 
leadership decisions is thoughtful, relevant and effective.  Ensure a favorable financial condition of the 
department across all budgetary funds, for both now and the future; facilitate the recommendation of 
applicable 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 and debt management practices; ensure that all financial records and transactions are 
maintained in an auditable condition; investigate discrepancies and unusual trends in billings and 
collections, maintain adequate knowledge of customer charges and costs of services; conduct analyses 
to determine effective methods to reduce the cost per unit of service delivered.  Ensure effective 
supervision to all business center 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 maintain relationships with Public 
Utilities regarding customer needs related to billed services and accounts. 
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Minimum Qualifications 
Any combination of higher-level education and experience 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 a current and valid driver’s license.   
 
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 

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. 
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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. 
 
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. 
 
 


