
 

 
Deputy Treasurer #01355 
City of Virginia Beach – Job Description 
Date of Last Revision: 12-22-2014 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  12 
 
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 manage all activities of a specific unit within the Treasurer's Office. 
  
Representative Work Functions and Responsibilities 
Supervise operations and personnel of a unit within the Office of the Treasurer. 
 
Direct and participate in the preparation and maintenance of complex reports, records, files and 
documents regarding their area of responsibility; and direct and participate in processing Real Estate and 
Personal Property ownership records, current and delinquent taxes, regular and estimated state income 
taxes, and parking violations. 
 
Provide information and replies to inquiries of other city departments as well as the general public on 
matters relating to departmental records. 
 
Train new and/or temporary seasonal personnel. 
 
Prosecute cases in court, representing the City. 
 
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 
Effectively supervise a specific unit, through leveling workloads and cross assignment of available 
personnel; correctly analyze data and records; develop effective new procedures for work efficiency; 
effectively communicate with other City departments and the general public; successfully prosecute court 
cases if applicable; and effectively and accurately interpret state and local legislation to solve problems as 
required, arising in area of responsibility. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
seven (7) years, two (2) years of which must have been in a supervisory capacity, in fields utilizing the 
required knowledge, skills and abilities and associated with such positions as Account Clerk Supervisor. 



Deputy Treasurer #01355 

 
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 departmental purpose and procedure. 
2. Knowledge of general management principles. 
3. Knowledge of auditing procedures. 
4. Knowledge of state and local legislation applicable to particular area of responsibility. 
5. Knowledge of court procedures. 
6. Knowledge of real estate principles and terminology. 
7. Knowledge of basic elements of computer science and technology. 

B. Skills 
1. Skill in operation of specialized office equipment. 
2. Skill in computer operation. 
3. Skill in visual auditing. 
4. Skill in coordinating and scheduling workloads. 

C. Abilities 
1. Ability to work under stressful conditions. 
2. Ability to analyze data. 
3. Ability to motivate people. 
4. Ability to create new procedure and institute same. 
5. Ability to communicate clearly and concisely both orally and in writing. 
6. Ability to work with other people and agencies, both internal and external. 
7. Ability to teach and instruct others. 

 

   
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. 
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