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FLSA Status:  Exempt Pay Plan:  Administrative Grade:  19 
 
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 
Responsible for the organization and supervision of the financial reporting, accounting operations, 
accounts receivable and the accounts payable functions of the City.   Maintain the city's financial 
accounting records in conformity with Generally Accepted Accounting Principles (GAAP) to obtain and 
prepare required accounting data and reports. As a City Manager appointee, this position serves at the 
pleasure of the City Manager and is not considered part of the merit service as defined in City Code, 
section 2-75. 

Representative Work Functions and Responsibilities 
Under the direct supervision of the Director of Finance, manage and coordinate the overall accounting 
activities of the City including financial reporting, grants reporting, accounts receivable, accounts payable 
and other accounting functions. Ensure the City financial reports including the Comprehensive Annual 
Financial Report (CAFR) are completed accurately within deadlines. Oversee the timely and accurate 
completion of required federal, state, grant and administrative reports and documents.   
 
Coordinate with city departments on financial and accounting operations and serve as technical expert in 
accounting and internal control. Oversee accounting research ensuring compliance with Governmental 
Accounting Standards Board (GASB) standards, Government Finance Officers Association (GFOA) best 
practices and modern accounting principles and operations.   
 
Lead the activities of the Accounting Division through supervision and coordination of the work of the 
principal accountant, accounts payable coordinators and other professional and administrative staff; 
review accounting responsibility assignments in association with other division heads in Finance as well 
as other departments to evenly distribute workload. 
 
Enhance the efficiency and effectiveness of the city’s accounting operations and systems through 
documented review and improvements of processes, training of staff and implementation of strong 
internal controls.   
 
Exercise financial control over each city appropriations unit’s operating and capital improvement budget in 
accordance with the budget ordinance, Council ordinance or administrative directives to avoid 
expenditure overdrafts.  Prepare and maintain the Finance Department’s operating budget.  
 
Oversee accounts payable functions improving efficiencies and complying with federal, state and city 
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laws. 
 
Direct and develop the City’s procurement card program and expenses 
 
Direct escheat process, loan billing and petty cash and change funds.  
 
 
Develop and implement long range plans for the Bureau in conjunction with the Finance Director to 
discharge the division’s responsibilities through best use of its present and future resources. 
 
Provide back up to Director of Finance as it relates to special large-scale project or initiatives 
 
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 
Maintain and apply a comprehensive understanding of the accounting reporting requirements and 
responsibilities and effectively provides direction to the staff adequately communicate with accounting 
staff, finance division heads and other department and division heads, state and federal agencies, 
vendors and members of the public who make inquiry; thoroughly review through observation the various 
operations of the accounting division and interview supervisors and employees to implement reallocation 
of staff so as to achieve personnel utilization economies.  
 
Minimum Qualifications 
A Bachelor’s degree in accounting or similar program and eight (8) years of experience utilizing the 
required knowledge, skills, and abilities, and associated with management and/or leadership in Finance 
with such positions as chief accountant or assistant controller OR a combination of education (above high 
school level) and experience equivalent to eleven (11) years utilizing the knowledge, skills, and abilities 
associated with this position.  
 
Preferred Qualifications 
Master’s degree in Public Administration, Finance, Accounting, or related area.  
 
Licensed as a Certified Public Accountant (CPA) and/or Certified Government Finance Officer (CGFO) 

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 the principles, theories, and methodology of accounting. 
2. Knowledge of modern accounting systems  
3. Knowledge of personnel management and administrative laws and practices. 
4. Knowledge of the effect of federal, state, and city laws and regulations pertaining to the City's 

financial system and procedures. 
5. Knowledge of the accounting interrelationships between various departments and the central 

accounting system. 
B. Skills 

1. Skill in communicating (orally and in writing) accounting information and instruction 



Controller #02615 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any position shall be. It is not intended to limit or in 
any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use of a 
expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or level of difficulty. 

Page 3 of 3 
 

2. Skill in analyzing the elements of accounting tasks for possible reassignment. 
3. Skill in making accounting policy interpretations. 
 

C. Abilities 
1. Ability to lead and manage a municipal accounting office. 
2. Ability to maintain harmonious working relationships with department heads and officials. 
3. Ability to coordinate various accounting systems within the city.   

 

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. 
 

 


