
 

 
Community Relations Specialist #01345 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-23-2022 

FLSA Status:  Exempt Pay Plan:  General  Grade:  22 
 
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 
Provide program and administrative support for commissions, boards or community groups involved in the 
planning and execution of community programs/initiatives that work to communicate and achieve the 
City’s vision and goals that advocate for the human rights of residents or supports voluntary resource or 
civic initiatives in the City of Virginia Beach.  Conduct community outreach and coordinate educational 
opportunities and training for group members and volunteers to support program outcomes.    
 
Representative Work Functions and Responsibilities 
Provide program and administrative support for assigned commission, board or community group.   
Conduct community outreach and coordinate educational opportunities or training for group members and 
volunteers to support program outcomes.  
 
Coordinate meetings, retreats, and events related to program objectives of the commission, board, or 
community group.  Coordinate all aspects of city special events associated with the organization, 
including invitations, programs, equipment, refreshments, site preparation, and hand-out requirements; 
and represent the Human Rights Commission at community events. 
 
Develop methods, programs, and opportunities to inform and involve citizens; develop and implement 
public programs, forums, and focus groups; and respond to citizen complaints or claims of rights 
violations in person or in writing and ensure all complaints are reported accurately to the Human Rights 
Commission. 
 
Develop agendas and arrange guest speakers for topics to be covered during meetings and retreats; 
where required, ensure quorum is available for the meetings to proceed and provide guidance for proper 
voting procedures. 
 
Develop and implement annual signature events; coordinate public relations, marketing, and media 
relations materials for addressing program activities such as human rights issues, volunteer resources 
and community outreach. 
 
Interact with City Council liaisons; and ensure all public meetings are submitted to City Council’s office in 
accordance with the Freedom of Information Act (F.O.I.A.). 
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Prepare message points for members and other City Officials for media inquiry; generate reports 
pertaining to the initiatives; collaborate with other staff to write flyers, advertisements, programs, 
invitations, and other promotional materials; disseminate news and information for civic leagues and 
service organizations; and assist with development of sponsorship guidelines, and campaign marketing. 
 
Act as a resource concerning City guidelines and procedures; coordinate sub-committees; consult with 
City Attorney’s office regarding legal and bylaw matters and document review; and consult with 
appropriate department liaisons on issues involving their department or to obtain professional updates. 
  
Prepare budget documents and annual reports in accordance with City budgetary, procurement, and bid 
process guidelines; and maintain donation records. 
  
Track community projects, initiatives, and programs; review site visit reports; and maintain historical data 
and background of the board, commission or community group. 
 
Handle sensitive matters and maintain confidentiality. 
 
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 
Use organizational ability, sound editorial judgment and media relations skills to inform public of 
programs, events and services; promote positive image of the City of Virginia Beach in a variety of print 
media; use organizational ability and work as part of team to coordinate aspects of special event 
production from media coverage and planning stages through event execution; establish and maintain 
effective working relationships with city departments/agencies and the media; use diplomacy and skill in 
dissemination of appropriate information to public. 
 
Minimum Qualifications 
Requires any combination of education (above high school level) and/or experience equivalent to six (6) 
years in fields such as administrative specialist, public relations, communications, or marketing 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. Knowledge of functions and operations of city government, departments, organizations and 
activities. 

2. Knowledge of the principles and practices of public relations and marketing. 
3. Knowledge of oral, written and visual communication techniques. 
4. Knowledge of the Internet and web-based communication. 
5. Knowledge of media relations regarding functions and roles of print and broadcast media and 

how best to work with them to achieve desired results. 
6. Knowledge of public opinion research techniques. 
7. Knowledge of HRC vision and bylaws. 
8. Knowledge of local, state and federal trends.  
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B. Skills 
1. Skill in developing and maintaining effective professional working relationships. 
2. Skill in planning and executing public relations activities including media relations, copy 

writing, and community relations. 
3. Skill in writing, designing and preparing publications. 
4. Skill in planning, coordinating and executing special events and meetings. 
5. Skill in developing oral presentations. 
6. Skill in working with various key facets of the public and media. 
7. Skill in developing opportunities for citizen input/involvement. 
8. Skill in effective business and promotional communication techniques. 
9. Skill in consistently meeting challenging deadlines. 

C. Abilities 
1. Ability to establish and maintain effective working relationships with merchants, supervisor, 

co-workers, volunteers, other city organizations, the public and the media. 
2. Ability to work with diverse groups and obtain consensus on issues or policies to complete 

work satisfactorily. 
3. Ability to discern how to handle confidential/sensitive matters appropriately. 
4. Ability to act with tact and diplomacy. 
5. Ability to organize, plan and write creatively and effectively. 
6. Ability to identify stakeholders, speakers, appropriate meeting facilities, means of 

notification/promotion, equipment and materials needed, special arrangements, protocol and 
refreshments (if needed). 

7. Ability to perform tasks requiring incumbent to sit for extended periods throughout the 
workday. 

8. Ability to perform typing tasks or maintain handwritten records throughout the workday. 
9. Ability to hear at a conversational level. 
10. Ability to occasionally work an irregular schedule to accommodate meetings and events. 
11. Ability to operate a computer and use city-standard software applications. 
12. Ability to comprehend and follow oral and written instructions with minimal guidance from 

others. 
13. Ability to effectively relay general and sensitive information to diverse groups through oral 

and written methods of communication. 
14. Ability to maintain an appropriate work pace, focus on routine and complex tasks without 

distraction or compromising accuracy, and complete tasks within expected timeframe. 
15. Ability to perform a variety of assigned tasks that may vary from day to day. 
16. Ability to work independently, but seek guidance from others when uncertainties arise. 
17. Ability to remember procedures or steps and recall them to carry out routine tasks. 
18. Ability to adjust routine procedures to accommodate challenges or improve processes. 
19. Ability to adjust to typical work stressors and maintain composure in stressful situations. 
20. Ability to provide oversight and leadership to support staff and volunteers. 

 
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 
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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. 
Sedentary work that involves walking or standing some of the time and routine keyboard operations. 
May involve occasional kneeling, stooping, squatting, climbing, gripping, pushing, lifting and raising 
objects and exerting up to 30 pounds of force. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs specialized technical or entry level professional work requiring general understanding of 
operating policies and procedures and their application to problems not previously encountered; applies 
specialized technical or professional principles and practices, or the use of a wide range of administrative 
methods in the solution of problems; requires continuous, close attention 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. 
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. 
Normal visual acuity, and field of vision, hearing and speaking. 
 
 


