
 

 
Child Welfare Administrator #03127 
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Date of Last Revision: 04-26-2023 

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 
The Child Welfare (CW) Administrator is responsible for the administration of the division’s programs: 
Child Protective Services (CPS), In-Home and Ongoing CPS, Foster Care, Adoptions, Resource 
Development, Family Support Services, and Child Care. This position includes policy development and 
implementation, staff training, program evaluation and improvement efforts, monitoring performance of 
staff and services, and ensuring that any and all reporting is completed accurately and submitted in a 
timely manner. The Administrator is responsible for leading 110 services staff with coordination from the 
Virginia Department of Social Services.  
 
Representative Work Functions and Responsibilities 
Provide supervision, leadership, training, and guidance to senior supervisors, line supervisors, and 
workers to increase productivity in the service programs.  
 
Interpret and clarify state and local policy to assure accurate and equitable distribution of services; 
formulate local policy and procedures to assure appropriate utilization of staff and equipment; and 
formulate local policy and procedures to assure accurate and equitable distribution of benefits. 
 
Provide consultation to staff on difficult issues and make decisions on exceptional cases to manage and 
implement Child Welfare programs. 
 
Prepare regular reports for the Deputy Director to keep them informed about divisional activities and 
collaborate with the administrative team to ensure total agency effectiveness.  
 
Must be comfortable and familiar with change management and have experience with reorganizations 
that prepare for the future. This includes the ability to lead and manage large projects to implement 
improvements to the organization. 
 
Must be knowledgeable and well-versed with the Virginia Children Services Practice Model system or 
another State integrated children’s services system. 
 
Responsible for adhering to all external and internal record retention processes, as they pertain to 
services programs, to ensure confidentiality and proper destruction of records. 
 
Ensure the division is managed effectively, operates efficiently, and that program services are delivered 
timely and accurately. 
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Set an expectation of high customer service satisfaction throughout the division and address deficiencies 
if they arise. 
 
Ensure the division maintains an appropriate level of program knowledge and adheres to federal, state, 
and local policies. 
 
Continuously monitor the division to ensure that supervisors and staff are managing the workload by 
using data to drive decisions. 
 
Ability to effectively communicate, both verbally and in writing, to ensure expectations are clear. 
 
Employ staff in accordance with established personnel procedures and allocate staff time in accordance 
with workload mandates. 
 
Support and guide supervisors on personnel actions and disciplinary procedures, to ensure they are 
appropriate and consistent. 
 
Partner with the State to maintain a good working relationship and sufficient communication. 
 
Receive and respond to community inquiries, concerns, and complaints to continuously monitor and 
analyze the effectiveness of service delivery within the department. 
 
Participate in the development of the annual budget to assure appropriate utilization of staff and 
equipment. 
 
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 the 
current workloads and department needs. 
 
Performance Standards 
Ensure the service programs are managed efficiently and effectively within state/local established 
guidelines and that supervisors demonstrate the use of management, organization, and supervisory skills; 
ensure that staff is adequately trained and policy correctly applied; ensure that statistical reports are 
completed timely and accurately; ensure that resources are appropriately utilized; ensure that job 
expectations are performance standards are clearly identified and workforce appropriately allocated and 
that staff evaluations are completed timely; and maintain good working relationships and effective 
communication with other agencies and respond to public needs.  
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
eleven (11) years in fields utilizing the required knowledge, skills, and abilities associated with such 
positions as Family Services Specialist or Human Services Supervisor; or the equivalent combination of 
experience and training which provides the required knowledge, skills, and abilities.  
 
Preferred Qualifications 
A Bachelor’s Degree or Master’s Degree in a related field with five (5) years’ of experience supervising 
employees in Child Welfare programs. Experience leading staff in a high volume, service delivery 
environment; exceptional knowledge of applicable state laws, city codes, ordinances, policies, and 
procedures affecting human services programs; proven ability to leverage resources to achieve 
organizational goals; and possess and maintain a valid VA or NC driver’s license.  
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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. Knowledge of Child Welfare programs. 
2. Knowledge of integrated systems. 
3. Knowledge of program planning and evaluation techniques (such as those used in 

establishing goals and objectives). 
4. Knowledge of Child Welfare program policies and regulations. 
5. Knowledge of data gathering, comparative analysis of data, and the processes of making 

decisions. 
6. Knowledge of supervisory principles and techniques. 
7. Knowledge of human behavior and group dynamics. 
8. Knowledge of investigative methods used in reviewing case records. 
9. Knowledge of types of training available and the resources to provide training. 
10. Knowledge of agency personnel policies and procedures; goals and objectives. 
11. Knowledge of city and state personnel policies and procedures, agency goals and 

objectives, and trends impacting the Child Welfare program development. 
12. Knowledge of social and economic symptomatology that impacts the delivery of human 

services. B.  
        Skills  

1. Strong skills in verbal and written communication. 
2. Skill in interpersonal relationships, mediation, and conflict resolution. 
3. Skill in leadership and leadership development. 
4. Skill in problem analysis and decision-making. 
5. Skill in applying supervisory principles and techniques, such as delegating and accomplishing 

work through others. 
6. Skill in interpreting and implementing policy. 
7. Skill in recording and utilizing statistical data. 
8. Skill in conducting group meetings. 
9. Skill in training others. 
10. Skill in maintaining effective working relationships with staff, the public, and other agencies at 

the local, regional, and state level. 
C. Abilities  

1. Ability to perform project management duties. 
2. Ability to handle simultaneously occurring multiple projects. 
3. Ability to plan, manage, and evaluate the work and needs of the unit. 
4. Ability to make decisions for complex and critical issues. 
5. Ability to supervise and train staff. 
6. Ability to compile and analyze data using accurate mathematical formulas and computation 

on Child Welfare programs. 
7. Ability to prepare memoranda, reports, and proposals that are well organized, clear, concise, 

and grammatically correct.  
8. Ability to communicate orally to individuals and groups. 
9. Ability to read and interpret policy. 

 
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 
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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. 
 

 


