
 

 
Computer Operations Supervisor #01325 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  13 
 
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 and coordinate the work and scheduling of computer operators.  Implement and facilitate 
operational and support procedures.  Coordinate Data Center equipment, services and facility 
requirements to meet defined operational objectives.  Apply quality assurance and standards of operation 
for the data center. 
 
Representative Work Functions and Responsibilities 
Supervise operations of a 24 hour, 7 day, computer data center.  
 
Formulate work schedules for operators to ensure full coverage of shifts; revise schedules as necessary 
to cover maintenance events, facility management, and emergency situations; and assist in expediting 
workloads in order to meet established work schedules. 
 
Document process events and utilization of resources. 
 
Work with ComIT and other City departments, to identify, document, and implement platform support 
procedures, production procedures, and new services. 
 
Facilitate disaster recovery requirements. 
 
Coordinate the installation and removal of computer equipment and peripherals. 
 
Coordinate and assist in the management of facility requirements including electrical power, air 
conditioning, and fire prevention systems. 
 
Coordinate customer support process during the hours outside of prime shift; and coordinate customer 
complaints and problem events in order to provide the timeliest resolution of the problem. 
 
Ensure security requirements and standards of operation are applied. 
 
Provide quality assurance process. 
 
Maintain personnel and resource records. 
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Prepare reports to meet department operation requirements. 
 
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 
Thoroughly review production scheduling for conflict and completion; perform timely evaluations for 
personnel as required by city standards; analyze workload to assist in optimizing productivity; effectively 
plan and coordinate the training of computer operators; accurately and diplomatically respond to requests 
for information and policy interpretation; effectively communicate both orally and in writing with customers, 
co-workers and other City personnel; resource usage and production reports are clearly and concisely 
written and any recommendations are well documented;  and effectively monitor facility requirements 
including operational status, and utilization of space, power, and air conditioning. 
 
Minimum Qualifications 
High school or GED plus eight (8) years in fields providing the required knowledge, skills, and abilities 
and associated with such positions as Lead or Senior Operator; or any equivalent combination of 
experience and training which provides 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. 
 
Must be able to work rotating shifts (days/evenings/midnights) including weekends and holidays when 
required to meet operational needs. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of electronic data computer equipment, support, and facility requirements 
including space, electrical power, and air conditioning utilization and monitoring. 

1. Knowledge of data processing terminology. 
2. Knowledge of operation and scheduling issues for centralized and distributed systems.  

Preferred knowledge of MVS OS/390, Windows NT, Solaris UNIX, and Novell operating 
systems with TCP/IP and SNA network architectures.      

3. Knowledge of supervisory techniques. 
4. Knowledge of project management techniques. 
5. Knowledge of municipal government operations and personnel policies. 
6. Knowledge of large laser printer technology and operational requirements.  Preferred Xerox 

printing technologies. 
7. Knowledge of print management in MVS OS/390, Novell, Unix, and TCP/IP environments. 
8. Knowledge of computer printing applications and characteristics of printed data types.  

Preferred knowledge of electronic forms design tools, printing distribution systems, and 
magnetic character printing requirements.  Also knowledge of PostScript, PCL, PDF, and 
TCP/IP LPD printing preferred. 

B. Skills 
1. Skill in the performance of workload and production analysis. 
2. Skill in scheduling Data Center resources. 
3. Skill in managing the work of others. 
4. Skill using electronic mail, problem management, word processing, and spreadsheet 
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software. 
5. Skill in the effective oral and written communication of technical information relating to data 

processing. 
6. Skill at planning and executing recovery and contingency procedures. 

C. Abilities 
1. Ability to effectively coordinate multiple resources. 
2. Ability to receive and transmit complex instructions. 
3. Ability to make informational presentations to management. 
4. Ability to establish and maintain effective working relationships with customers, co-workers, 

vendors, and other professionals. 
 

Working Conditions  
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 both internally and externally with all posted open 
positions. 

 

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. 

 


