
 

 
Deputy City Clerk II – Records/Finance #00686 
City of Virginia Beach – Job Description 
Date of Last Revision:  07-01-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
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 
Perform administrative duties for the City Clerk’s Office involving financial recordkeeping. As a City 
Council appointee, City Code section 2-77, this position serves at the pleasure of the City Clerk, and is 
not considered part of the merit service as defined in City Code, section 2-75. 
 
Representative Work Functions and Responsibilities 
Review and maintain purchases and vouchers to ensure correct requests for payment; review and 
process requisitions, purchase orders, invoices and ensure proper budget balances; prompt verification of 
charges and timely payment of all advertising and City Council memberships, [VML etc]; order office 
supplies; and adhere to prompt and efficient ordering with timely payment, managing supplies and other 
needs, including the Mayoral distinguished guest items and Sister Cities delegation gifts are recorded 
upon receipt, paid promptly and an inventory balance is available at all times. 
 
Generate and analyze financial and statistical reports, files and records to ensure accurate tracking of 
information. 
 
Monitor the fiscal year budget to ensure no line item is over-expended.  
 
Provide information. 
 
Manage Freedom of Information requests  with proper response and noting same with the City Attorney’s 
office. 
 
Assist the Chief Deputy City Clerk with record management of Minutes and other documents related to 
City Council. 
 
Assist staff with computer technology expertise. 
  
Assist with answering telephone calls and registering citizens to speak at City Council Sessions. 
 
Assist with the preparation of the City Council Agenda and “follow-up” documents after the meeting. 
 
Assist with “First Impression Administrators” needs and manage the Volgistics reports on Volunteer 
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Hours. 
 
Serve as Office Liaison on City Committees as requested and be prompt in attendance. 
 
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 
Accuracy and efficiency is required in this position.  The proper preservation of the City’s funds demands 
honesty and carefulness on the part of this Deputy.  Promptness in managing payments; efficiency in 
stocking office supplies before they are depleted as well as stationery and business cards for the 
Members of City Council; having a complete and accurate inventory of all “gifts”; understanding and being 
able to communicate technical responses to equipment, such as the computers, City Council lap tops, 
copying equipment, and cell phones requires knowledge, skill and a “team” ability. 
 
Minimum Qualifications 
Any combination of education (no less than high school graduate) or experience equivalent to five (5) 
years in fields utilizing the required knowledge, skills and abilities, and associated with such positions as 
Executive Secretary, Administrative Assistant, Bookkeeper, or Accountant.  Must be willing to coordinate 
duties with continued education to become certified and advance to Master Municipal Clerk with the 
International Municipal Clerks Association 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 and recognize Members of City Council in person / on telephone. 
2. Knowledge of City and State Codes, City Council and Administrative Policies. 
3. Knowledge of organizational functions and operations of city government, departments, 

organizations and activities. 
4. Knowledge of Business English composition and proper Grammar. 
5. Knowledge of office terminology, procedures, equipment and records management in 

accordance with established policies and procedures. 
6.  Knowledge of Volgistics Reports. 

B. Skills 
1. Skill in establishing and maintaining effective working relationships with the public and other 

state and city offices. 
2. Skill in current microcomputer systems, word processing, spreadsheet, database 

management and presentation software. 
3. Knowing “where to find”, “how to negotiate”, “best business practices” 
4. How to “inventory” and prepare the appropriate documents to reflect same 
5. Prepare Volgistics Reports 
6. Budget monitoring and adherence 

C. Abilities 
1. Ability to comprehend and follow oral and written instructions with minimal guidance from 

others. 
2. Ability to effectively communicate orally and in writing to other city employees, customers, 
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and the general public. 
3. Ability to adjust to typical work stressors and maintain composure in stressful situations.  
4. Ability to discern how to handle confidential/sensitive matters and information appropriately. 
5. Ability to perform tasks that require cooperation from c-workers or citizens to accomplish 

assigned tasks. 
6. Ability to perform tasks requiring incumbent to sit for extended periods of time throughout the 

workday. 
7. Ability to type with accuracy and speed. 
8. Ability to hear at a conversational level. 
9. Ability to perform data entry or maintain handwritten records. 
10. Ability to operate a computer and use city standard software applications. 
11. Ability to perform tasks that may vary from day to day. 
12. Ability to perform tasks that require obtaining cooperation from co-workers or citizens to 

accomplish assigned tasks. 
13. Ability to communicate information and ideas in speaking so others will understand. 

 
 
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. 
 

 


