
 

 
Deputy Treasurer - Collections #03080 
 
City of Virginia Beach – Job Description 
Date of Last Revision: 06-16-2020 

 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  14 
 
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 
Head of the Consolidated Collections Division in the City Treasurer’s Office and, with limited oversight 
from the Treasurer and Chief Deputy Treasurer, responsible for the collection of monies owed to the 
City of Virginia Beach as directed by state code § 58.1-3919. Collection of taxes or other charges 
not paid when due; distress for same. 
 

The treasurer, after the due date of any tax or other charge collected by such treasurer, shall 
call upon each person chargeable with such tax or other charge who has not paid the same 
prior to that time, or upon the agent, if any, of such person resident within the county, city or 
town for payment thereof; and upon failure or refusal of such person or agent to pay the same 
he shall proceed to collect by distress or otherwise. Should it come to the knowledge of the 
treasurer that any person owing taxes or other charges is moving or contemplates moving from 
the county, city or town prior to the due date of such taxes or other charges, he shall have 
power to collect the same by distress or otherwise at any time after such bills shall have come 
into his hands. Notwithstanding § 58.1-3954, the treasurer or his deputy, in person or by 
counsel, may institute and prosecute all proceedings to enforce the payment of any tax or other 
charge in courts not of record. 

 
Manage the Consolidated Collections Division and supervise appproximately 15 administrative, 
professional, para-professional, technical, and clerical team members performing financial processes / 
records maintenance responsibilities.  
 
Representative Work Functions and Responsibilities 
Manage and coordinate collection programs  including, but not limited to: 

 Restitution, court costs, and fines for the Courts and Commonwealth’s Attorney’s Office 

 Personal Property Taxes Delinquent Collections 

 Trustee Taxes Program 

 Set-Off Debt Program, which includes accounts for almost all City departments and payments 
received form VA Department of Taxation 

 Utilities Collection Program, which covers closed and delinquent accounts 

 Invoice Collections Delinquent Accounts Program 

 Code Enforcement Collection Program 
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Conduct forced collections in accordance with State Code § 58.1-3919 - Collection of taxes or other 
charges not paid when due; distress for same.  This may include:  payment plans, bank liens, wage 
liens (individual and in mass), debt set off, warrant and judgment, distress and sale of property, etc.  
Coordinate additional delinquent collections with outside collection agencies. 
 
Serve as subject-matter expert on collections; elevate last-resort cases to Chief Deputy Treasurer or 
Treasurer. 
 
Serve as Case Owner to investigate issues/service requests escalated by subordinate staff; inform 
department leadership of current status of outstanding issues. 
 
Remain current with and apply internal operating policies & procedures, as well as applicable local, 
state and federal rules and regulations. 
 
Implement department and City-wide strategic and operational plans applicable to Division. 
 
Oversee accounting systems and reporting:  The court costs and fines collection program uses the 
Virginia Judiciary Collections System (VJCS).  Other collections programs are recorded and tracked via 
the general ledger financial system, public utilities billing system, and various tax and miscellaneous 
billing accounts receivable systems.   Reports will be filed with the Virginia Supreme Court; all Virginia 
Beach Courts; the Virginia Department of Taxation; the Auditor of Public Accounts; the Virginia 
Compensation Board; and the Virginia Beach City Council and Departments of Housing & 
Neighborhood Preservation, Public Works, and Treasurer.  Reports are complex and records/reports 
must meet audit requirements (City, State, and Independent).   
 
Responsible for implementing new software specific to the collection programs managed; serve as a 
member of the Revenue Assessment & Collection System (RACS) steering committee for replacement 
of legacy software systems; recommend and provide budget justification for software enhancements. 
 
Review accounts referred by support staff and advise staff on contacting customers, investigating 
circumstances of non-payment, negotiating and resolving conflicts, and expediting payment.  Resolve 
more complex transactions/service/issues management to achieve a one-stop resolution process for 
the customer; limiting the need for customers to interact with multiple staff members for the same 
issue. 
 
Ensure all customer encounters are executed in a professional, polite, and courteous manner; 
maintaining the highest level of customer satisfaction and compliance with governing policies and 
external regulations. 
 
Collaborate with department teams and City departments to investigate and resolve all exceptions and 
adjustments promptly and accurately, including all required customer follow-up. 
 
Create, amend and assist with documentation of business processes, policies and procedures affecting 
delinquent collections. 
 
Investigate and resolve financial transactions that are questioned by business partner(s) and 
customers; prepare necessary transactions and associated documentation; communicate final 
determination. 
 
Monitor work queues, daily performance tracking, operating trends, account reviews and overall 
performance of assigned team(s). 
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Oversee maintenance of accurate and timely documentation of transactions, payment schedules, 
department procedures, forms and training records, and decisions in modifying department’s 
information systems. 
 
Prepare a variety of statistical and narrative reports. 
 
Ensure the completion of daily summaries of customer transactions, receipts and related decisions;  
completion of end of day/shift processes; and preparation of work stations for following day/shift for 
planned and routine activities. 
 
Analyze business processes, customer issues and operating trends.  Provide feedback to department 
leadership concerning possible problems or areas of improvement.  Make recommendations to 
implement improved processes following best business practices.  Follow through to assess progress 
and ensure positive results. 
 
Coordinate with internal and external IT resources the research, design, development, implementation, 
evaluation, enhancement, and maintenance of complex financial software systems; plan and 
coordinate technical projects.  
 
Collaborate with department leaders and staff, as well as business partners to implement improved 
protocols, workflows and changes in internal systems that affect billing and collection efforts.  Ensure 
the needs of the department, as well as the customer, are being met. 
 
Build professional relationships with all staff members, peers, and business partners to achieve shared 
goals. 
 
In collaboration with department leadership, interview, hire and train new team members. 
Communicate job expectations, assign work, assess contributions, approve and manage hours and 
leave, prepare and conduct performance evaluations, and administer performance improvement plans 
and other disciplinary actions as necessary.  Prepare unit / individual goals and staff development 
plans as needed.  Contribute to and promote personal growth and teamwork within the assigned work 
unit. 
 
Supervise team productivity, monitor workload, and address periods of peak volume; ensure quality 
and standards are consistently achieved and guidelines are followed and met.  Train employees and 
provide regular and ongoing feedback to team members regarding superior efforts, team 
accomplishments, and areas requiring improvement.  Responsible for the operating unit’s overall 
performance and the achievement of goals and objectives. 
 
In collaboration with department leadership, responsible for progressive discipline with regards to 
attendance, performance and all aspects of City/Treasurer policy up to and including termination. 
 
Perform all duties of assigned team as workload and staffing requirements are adjusted. 
 
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 
Thoroughly and efficiently monitor accounts, work queues, daily performance tracking, operating 
trends, account reviews and overall performance of assigned team(s), responding as appropriate to 
ensure accurate, efficient and timely results.  Thoroughly and effectively coordinate with internal and 
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external IT resources the research, design, development, implementation, evaluation, enhancement, 
and maintenance of complex financial software systems; accurately and diplomatically communicate 
both orally and in writing to City departments, software vendors, and other municipalities, and 
independent auditors; expeditiously plan and coordinate technical projects. Effectively supervise the 
Consolidated Collections Division of the Treasurer’s Office consisting of both permanent and temporary 
staff personnel. Interview and recommend applicants for employment following approved processes 
and legal guidelines; effectively train and assign workloads to staff members; effectively monitor, 
evaluate, and document staff performance in a timely manner; address employee performance issues; 
and effectively manage employee schedules and leave to ensure adequate staffing.  Determine proper 
course of action on processing problems and complex issues; accurately communicate with highest 
degree of knowledge to public, co-workers, and other local, state, and federal personnel on City and 
state policies and procedures, thoroughly aware of any revisions or amendments affecting changes; 
exercise highest level of insight and demonstrating exceptional initiative in making independent actions 
and final decisions on major issues; effectively establish and maintain rapport and good working 
relationships with staff, peers and business partners.  Prepare accurate and timely reports. 
 
Minimum Qualifications 
Bachelor’s degree in accounting or business from which basic accounting principles, reporting and 
financial assessment skills have been acquired and six (6) years experience utilizing the knowledge, 
skills, and abilities associated with such positions as Treasury Services Supervisor OR an equivalent 
combination of education (above high school level) and/or experience equivalent to ten (10) years in 
fields utilizing the knowledge, skills, and abilities associated with this position.  

Must have a current and valid driver’s license. 

Preferred Qualifications 
Two (2) years or more in a lead or supervisory role. Certification as a Master Governmental Deputy 
Treasurer (MGDT) or Certified Public Accountant (CPA). Governmental collections experience.  Two 
(2) or more years of formal supervisory experience.  Experience with IT projects/software upgrades,  
such as migrating a legacy collection program.  Experience providing customer service specifically for 
collections. 
 
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. In-depth knowledge and understandingof all applicable federal, state, and local laws and 
regulations that govern receipt and collection of government / court account receivables. 

2. Knowledge, understanding, and compliance with City and Department policies and 
procedures. 

3. Knowledge of governmental accounting, auditing, and budgeting practices. 
4. Knowledge of preparing reports for Treasurer and/or City Council review. 

B. Skills 
1. Skill in practices and procedures for collection of funds due and in safely applying them to 

achieve maximum return. 
2. Skill in operating a computer and using City standard software. 
3. Skill in using complex financial software systems. 
4. Skill in providing excellent interpersonal, written, and oral communication. 
5. Skill in supervising employees. 
6. Skill in developing work sheets, schedules and correspondence. 
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7. Skill in the performance of highly specialized analytical research. 
8. Skill in interpreting City policies and procedures pertaining to tax collection. 
9. Skill in analyzing data to identify possible budgetary issues within department. 
10. Skill in identifying data to provide required State Compensation Board reports. 

C. Abilities 
1. Ability to lead by example, demonstrating that delivering an exceptional customer 

experience is the primary goal and is obtained by following the City’s values of integrity, 
ethics, loyalty, competence, quality. 

2. Ability to handle a large-volume, fast paced environment with accuracy and 
professionalism. 

3. Ability to safely and efficiently track individuals who are being purposefully evasive to avoid 
payment of funds owed the City.  

4. Ability to effectively diffuse customer complaints and gain commitment to required 
customer action within timeframes as determined by department protocol. 

5. Ability to maintain diplomacy and tact when dealing with upset or escalated customer 
encounters. 

6. Ability to foster and work in a team-centered environment. 
7. Ability to maintain confidentiality of customer transactions and purpose, and all matters of 

team employment. 
8. Ability to prioritize and work in a multi-tasked environment. 
9. Ability to adapt to a flexible schedule. 
10. Ability to interpret and apply statutes and procedures to non-routine questions and 

problems. 
 
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 sedentary work that involves walking or standing some of the time; involves exerting up to 50 
pounds of force on a periodic basis; and routine keyboard operations on a regular basis. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs professional level work requiring the application of accounting, legal, or managerial methods 
in the solution of technical, administrative or legal problems; applies extensive understanding of 
operating policies and procedures to solve complex problems or coordinates sub-professional work in 
these disciplines; requires continuous, close attention for accurate results; and has frequent exposure 
to stressful interactions and timelines. 
 
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. 
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This job involves dealing with the public, wherein some individuals may be concerned over escalating 
issues that may, from time to time, become confrontational. 
 
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. 

 


