
 

 
DHS Housing Resources Administrator #03199 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-28-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  16 
 
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 
Leads a division within the department of Human Services located at the Housing Resource Center. 
Coordinates the development, implementation and administration of DHS Employment Services and the 
Integrated Services at the Housing Resource Center as well as other programs deemed necessary by the 
department located on the third floor of the Housing Resource Center.  
 
Representative Work Functions and Responsibilities 
Lead the development and oversees the implementation of DHS Programs located at the Housing 
resource Center (3rd floor)  
 
Pro-actively research, develop understanding of, teach staff about, interpret and implement pertinent laws 
and regulations.  
 
Develop, implement, evaluate and utilize administrative and agency plans, policies and procedures based 
on legislation and regulations.  
 
Manage and ensure data entry into the Housing Management Information System (HMIS) 
 
Maintain liaison with a broad spectrum of stakeholders and officials at local, and state levels to enhance 
operations and mission; serve as an ongoing member of department’s management team. 
 
Supervise staff to help them achieve performance expectations; coach and counsel staff and conduct 
required evaluation activities; proactively and effectively handle staff and/or customer conflicts; and create 
a high-performance working environment. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described. Individual assignments will be determined by the supervisor based on the current 
workloads and department needs. 
 
Performance Standards 
Ensure that diagnostic procedures are current and in compliance with State certification standards; 
ensure that an identifiable system of diagnostic procedures is operating program-wide, as verified by 
quality assurance reviews; ensure that clients are being served in the program unit most appropriate to 
their needs as documented by agency case records; ensure that services are appropriate to the 
population being served are available within the program; quality assurance reviews are conducted on 
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schedule; recommend corrective action related to quality of care as identified by quality assurance 
reviews; ensure that consultation and training events with staff occur as necessary; ensure that a 
caseload of clients is being carried whose level of psychosocial functioning is verifiable within the case 
record; ensure that testing and instructional materials are available, and used within the programs as 
needed, without duplication or waste; verify that case records show that supervision has occurred where 
verification is required; assure that case records reflect the outcome of case staffing.   
 
Minimum Qualifications 
Bachelor’s degree in public administration, business administration, social services, or related field and 
six (6) years of experience utilizing the knowledge, skills and abilities associated with such positions as 
housing development, housing finance, homeless services, or comparable positions OR an equivalent 
combination of education (above high school level) and ten (10) years of experience utilizing the 
knowledge, skills and abilities associated with this position.  
 
Preferred Qualifications 
Master’s degree in public administration, business administration, construction/development, social 
services or finance preferred.  
 
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 and practices of public administration.  
2. Knowledge of budget preparation and other aspects of programs financial management  
3. Knowledge of best practices to end homelessness  
4. Knowledge of organizational dynamics and management principles 
5. Knowledge of consultation and training principles. 
6. Knowledge of organizational dynamics and management principles.   

B.  
  B.     Skills  

1.   Skill in clear and concise communication (both orally and in writing)  
2.   Skill in analyzing and interpreting statistical and financial program data.  
3.   Skill in the interpretation, application and development of policies and procedures related to  

  the division and the department.  
4.   Skill in the informational and technical writing of reports, grants and administrative    

  documents governing local program operations.  
5.   Skill in the informational and technical writing of reports, grants and administrative  

  documents governing local program operations.  
6.   Skill in effectively leading a diverse staff responsible for multiple programs  
7.   Skill in prioritizing workload, delegation of duties, and effective follow up with staff to ensure  

  program activities are carried out in a timely manner with expected results  
8. Skill in working with diverse populations and organizations.  
9. Skill in using Microsoft Office suite (Word, Excel, PowerPoint, Outlook) and other software. 

applications to create reports and presentations, to develop tracking and evaluation systems 
for programs.  

10. Skill in conducting research and then using research results to develop solutions.  
11. Skill in developing outcome measurements and evaluating program effectiveness.  
12. Skill in making high impact presentations to community groups, organizations, and city 

council.  



DHS Housing Resources Administrator #03199 

     
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 particular 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 particular 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 
 

13. Skill in teambuilding.  
14. Skill in providing impeccable customer service to internal and external customers.  

C. Abilities  
              1.   Ability to communicate effectively, orally and in writing.  
              2.   Ability to be flexible and work under pressure. 
              3.   Ability to plan and supervise the work of professional and technical staff.      
              4.   Ability to accurately assess, document and conduct employee performance feedback.  
              5.   Ability to develop and maintain effective working relationships with city, state and federal  
                    agency officials and the general public.  
              6.   Ability to formulate and implement program goals, objectives and plans.  
              7.   Ability to exercise sound independent judgment.  
              8.   Ability to work effectively in ongoing strategic planning at the department management level. 
 
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. 
 
 


