
 

 
Director of Budget and Management Services 
#05007 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  25 
 
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 
Directs the programs, services, and activities of Budget and Management Services to ensure that public 
resources are used effectively and efficiently to support the City Council’s vision for the community; 
directs programs that include, but are not limited to: grant review, program evaluation, surveys, financial 
analysis, benchmarking and performance metrics, capital project financing, service level analysis, 
forecasting and modeling, research, training, grants management, cost/benefit analysis, and fee and 
revenue studies; oversees Management Services direct responsibility for the process and development 
of the annual operating budget, the six-year capital improvement program, and the five-year forecast; 
ensures that the department provides support to economic development public/private partnerships in 
terms of fiscal impact analysis and financing alternatives; supports the City Council supported committee 
for allocating community grants. 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 
Develop goals and strategies for Budget and Management Services related to the development, 
formulation and administration of the City's Operating and Capital Improvement Program (CIP) budgets, 
five-year forecast, and short- and long-range financial plans related to fiscal requirements. 
 
Establish and implement policies, procedures, and practices aligning with public financing principals and 
alternatives, including the implementation of public/private partnerships, economic development 
initiatives, and debt financing.  
 
Provide leadership and guidance in the preparation and presentation of key aspects of the Operating 
budget, CIP and various reports;  
 
Collaborate with City Manager and directors to address fiscal issues impacting the City and 
departments.   
 
Provide strategic analysis and advice for departments and city agencies.   
 
Provide budget and financial information and reports to City leadership, City Council and other 
stakeholders. 
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Oversee the department’s budget, monitor the expenditures of funds in accordance with the adopted 
budget, and forecast projections. 
 
 
Performance Standards 
Prepares a balanced annual Operating and CIP budget; ensures the coordination and validation entry of 
budget and management information into automated systems; establishes budgetary controls and 
procedures and methods of analysis for research projects; utilizes effective interpersonal and 
communication skills in one-on-one and group situations related to management and budgetary issues; 
ensure the timely and accurate presentation of financials as required by city code, state and federal 
reporting requirements; communicates complex financial information in layman’s terms to City Council 
and public to facilitate mutual understanding; and appropriately manages departmental human 
resources and budget. 
 
Preferred Qualifications 
A Master’s degree in Business Administration, Public Administration, Finance, or a related program and 
six (6) years senior management experience; or higher-level education and experience equivalent to 
twelve (12) years in fields utilizing the knowledge, skills, and abilities, including five (5) years of higher-
level program management or administrator experience.  
 
Must have a valid driver’s license. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Comprehensive knowledge of the specialized principles and practices of budget, capital 
program development, resource development and forecasting. 

2. Knowledge of modern principles and practices of program management, debt management, 
grant administration, program evaluation, survey techniques, focus groups, performance 
measurement, policy analysis, automated information systems, and governmental accounting. 

3. Knowledge of strategic planning practices. 
4. Knowledge of public financing principals and alternatives, including the implementation of 

public/private partnerships, economic development initiatives, and debt financing. 
5. Thorough knowledge of local government organization and operations. 
6. Knowledge of federal, state, and local laws pertaining to all phases of public budgeting and 

municipal finance. 
7. Knowledge of the City's Core Strategies and of Quality Government Organization (e.g.,VBQSS) 

principles and practices, and how to apply them. 
8. Knowledge of basic research techniques, fiscal impact analysis, and statistical analysis. 
9. Knowledge of public input processes and citizen survey techniques. 

B. Skills 
1. Skill in interpreting the effect of current events, decisions, and policies on the future resource 

and service capacities of the government. 
2. Skill in working with other managers and the community to gaining their commitment on 

financing strategies and service delivery alternatives which address and enhance 
organizational values and community goals. 

3. Skill in negotiating with federal, state, regional and private agencies for funding of planned 
governmental activities. 

4. Skill in handling public hearings and meetings with groups representing diverse opinions with 
the potential for confrontations and extreme emotionalism. 

5. Skill in organizing and presenting highly technical financial information, development projects, 
budgetary and financial philosophies and policies as well as budgetary recommendations in 
both oral and written form. 

 
6. Skill in leading the process of distilling broad organization/community-wide goals into 

departmental action plans and coordinating their implementation. 
7. Skill in the interpretation of city ordinances, policies, and procedures. 
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8.      Skill in workforce planning. 
9.      Skill in setting goals and objectives. 

    10.     Skill in developing and maintaining effective working relationships with employees, supervisors,      
         managers, city officials, the media, other agencies, and the general public. 

    11.  Skill in motivating all levels of staff to be pro-active and participatory in recognizing needed 
change, developing and implementing change, and coordinating application of good 
government principles and practices. 

    12.     Skill in supervising the work and evaluating staff performance. 
    13.     Skill in counseling, coaching, and mentoring with individuals and groups. 
    14.     Skill in mediating employment issues. 
    15.     Skill in negotiating complex public/private partnerships and in developing intricate term sheets. 
    16.     Skill in making formal presentations to city officials, department staff, and the public. 
C. Abilities 

 
1.     Ability to effectively lead a diverse, highly technical, and professional staff and advocate 

recognition and implementation of changes that ensure provision of an aggressive and cost 
effective resource allocation and utilization process as well as completed staff work. 

2. Ability to establish and maintain effective working relationships (teamwork) with other city 
officials, members of City Council, media, the community, and employees to achieve the larger 
community/organizational goals 

3. Ability to apply modern principles and practices of public administration to a variety of municipal  
programs and operations. 

4. Ability to develop long-range program planning and to evaluate program accomplishments. 
5. Ability to direct a well-rounded budget process, including all aspects of personnel management. 
6. Ability to assimilate, interpret, and evaluate complex positions on resource and financing issues 

and make decisions on appropriate courses of action. 
7. Ability to develop, present, and defend complex and diversified resource, financing, and other   

issues, reports, and statistics orally and in writing. 
 
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. 
 

 


