
 

 

 

 
Code Enforcement Supervisor 
#01411 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  26 
 
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 inspections of existing structures, properties and premises for compliance with building and 
property maintenance codes. 
 
Representative Work Functions and Responsibilities 
Plan and supervise the work of Housing Code Inspectors involved in the full range of inspections of 
existing structures, properties and premises; and ensure consistent performance of maintenance code 
inspections in the field. 
 
Respond to calls and/or meet with homeowners, landlords tenants and realtors to answer questions or 
resolve concerns regarding inspections; meet with civic leagues and other groups prior to systematic 
inspections to explain the process and to answer questions regarding the inspections; meet with realtors 
to explain the CC rental inspection program; and respond in writing to written requests for extensions in 
the time allowed to correct violations. 
 
Assist in the preparation of monthly and annual reports by compiling statistics from the field inspectors’ 
daily reports; and provide special reports on code enforcement activities as requested by the Code 
Enforcement Administrator. 
 
Assign complaint response inspections and assist with difficult cases; coordinate and supervise 
systematic code enforcement by assigning specific field inspectors to areas which have been designated 
for this inspection; follow up by field inspections and reviewing the results with the inspectors; supervise 
Certificate of Compliance (CC) rental inspections in designated census tracts; coordinate Section 8 
inspections with the Section 8 Division; coordinate the various residential combination inspections; and 
coordinate the resolution of certain code violations with other city departments. 
 
Ensure that code violations cited are promptly corrected, followed with a court summons, or referred for 
corrective action by contractor; and proofread judgment liens for accuracy before they are placed. 
 
Proofread, edit and sign vendors invoice for contractual referral services; and manage maintenance and 
inventory records for City vehicles and communication equipment and sign invoices for services. 
 
Review and explain divisional policies and procedures at divisional staff meetings; encourage and 
coordinate inspection staff to obtain state certifications; and perform first-line supervisory duties over 
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subordinate staff. 
 
Serve on property maintenance committees with representatives of other departments including ongoing 
committees on resort area maintenance, vector control, waste management coordination, and regulation 
of commercial parking lots.  
 
Represent department by providing testimony in court regarding maintenance code violations when 
necessary. 
 
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 
Supervise inspections of existing structures, properties and premises in accordance with City code; 
perform work with a customer focus that includes identifying and understanding who external and internal 
customers are, and how to treat them effectively and efficiently; practice the principles of teamwork by 
assisting others as necessary to carry out the work of the unit; regularly seek, develop, and implement 
improvements to policies, procedures and methods; maintain files, information, and computer software in 
an organized and accessible manner; consistently update key people regarding ongoing work, critical 
issues and deadlines; provide staff with the training, equipment, and supervision necessary for them to be 
effective; effectively address the needs of all parties in meetings and conversations with homeowners, 
landlords, tenants, and realtors within established guidelines; effectively present information to the Board 
of Appeals; efficiently plan and assign inspections in accordance with established procedures; 
appropriately inform civic leagues concerning systematic inspection procedures and programs; inform 
realtors about CO program; complete reports, correspondence and special projects in a timely manner 
and in accordance with established office procedures. 
 
Minimum Qualifications 
At least eight (8) years of experience in positions such as Housing Code Inspector or Property 
Maintenance Inspector or any equivalent combination of experience and training which provides the 
required knowledge, skills, and abilities. 
 
Completion of state-mandated Core and Property Maintenance Training Modules 

Certification as a Property Maintenance and Housing Inspector 

Completion of the Residential Building, Electrical, Mechanical, and Plumbing modules 

Certification as a Residential Mechanical Inspector  

 
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. In-depth knowledge of the Building Maintenance Code and property maintenance ordinances. 
2. Knowledge of practices utilized in the maintenance of structures, properties, and premises. 
3. Knowledge of supervisory and training techniques. 
4. Knowledge of city and departmental policies and procedures. 

B. Skills 
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1. Skill in recognizing building and property maintenance code violations and taking appropriate 
action. 

2. Skill in effectively supervising and motivating employees. 
C. Abilities 

1. Ability to plan and supervise the work of others. 
2. Ability to effectively resolve problems related to inspections. 
3. Ability to effectively explain inspection programs and procedures. 
4. Ability to operate a city vehicle. 
5. Ability to conduct inspections, which may require bending, stooping, and climbing. 
6. Ability to effectively communicate (oral and written) with staff and superiors, other City staff, 

legal and court staff, property owners/residents/managers, civic/neighborhood organizations, 
and the general public. 

 

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 medium to heavy work that involves walking, standing, stooping, lifting, digging, pushing, 
reaching, and raising objects and involves exerting up to 50 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 specialized technical and professional work requiring extensive understanding of operating 
policies and procedures and their application to problems not previously encountered; applies specialized 
technical or professional principles and practices in the solution of problems; requires normal attention 
with short periods of concentration for accurate results and occasional 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. 
The job may risk exposure to bright/dim light, dusts and pollen, extreme heat and/or cold, wet or humid 
conditions, noise, animals/wildlife, vibration, fumes, odors, traffic, moving machinery, electrical shock, and 
hazardous chemicals. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, field of vision, hearing, speaking, color perception, and depth  
perception. 
 
 


