
 

 
Control Center Aide #01033 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-04-2021 
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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 
Assist in providing security for court buildings by monitoring closed circuit television system and serving 
as a central contact for Sheriff’s Deputies involved in security. 
 
Representative Work Functions and Responsibilities 
Provide security for the court buildings by monitoring different locations throughout the courts by closed 
circuit television. 
 
Operate computer system that controls the security of court buildings; set up authorization for all court 
employees; and control computerized system to schedule automatic opening and closing of doors and 
lock down when necessary. 
 
Respond to escalated situations by dispatching deputies to areas as needed. 
 
Maintain an open line of communication with court and transportation deputies; keep a written record of 
all communications with deputies; and maintain a log of deputies’ whereabouts at all times.  
 
Maintain records and logs. 
 
Prepare and update authorization badges for court employees. 
 
Prepare monthly reports related to security radio log. 
 
Maintain leave balance and hours worked for court and transportation employees. 
 
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 all security cameras and monitors are operational through control center computer system; 
accurately communicate information to deputies, citizens and officials; take immediate and appropriate 
action to defuse potentially violent situations; in the event of an emergency situation take appropriate 
action for building security; accurately maintain timesheet, radio log and job related records; and ensure 
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authorization of badge access. 
 
Minimum Qualifications 
High school or GED; 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. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of closed circuit television and computerized control systems used to monitor 
court security. 

2. Knowledge of the departmental operation procedures, policies, rules and regulations.  
3. Knowledge of computer terminal operations. 
4. Knowledge of basic math. 

B. Skills 
1. Skill in effective oral and written communication. 
2. Skill in typing and data entry. 
3. Skill in dealing with the public under a variety of conditions and in defusing potentially violent 

or emotional situations. 
C. Abilities 

1. Ability to recognize security risks, and react in a timely manner in normal and emergency 
situations. 

2. Ability to learn the operation of computerized control systems. 
3. Ability to maintain a calm demeanor under stressful circumstances. 
4. Ability to communicate effectively on the radio and telephone during normal and emergency 

situations. 
5. Ability to perform mathematical calculations. 

 

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. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires light to medium work that involves sitting, walking, standing, stooping, and lifting; exerting up 50 
pounds of force; and  detailed keyboard operations. 
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Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs specialized technical work requiring general understanding of operating policies and procedures 
and their application to problems not previously encountered;; 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. 
This job risks exposure to loud noises. 
 
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. 
 

 


