
 

 
Director of Cultural Affairs #02874 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-10-2023 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  21 
 
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 
Direct a broad range of activities and programs that provide cultural opportunities for Virginia Beach 
citizens and visitors of all ages; interact regularly with boards and commissions associated with the arts 
and history museums and sites; provide recommendations and feedback to City Manager on a variety of 
related issues and needs; direct programs and staff of City owned museums and historic sites, public art 
program, multi-cultural programming, contract management of Sandler Center for the Performing Arts; 
liaison to Virginia MOCA, ViBe Creative District; and represent City’s efforts in seeking private and 
governmental funding for the arts and history museums and sites. Serve as the primary arts and culture 
liaison between the City and its respective stakeholder groups and act as the ambassador for the Cultural 
Affairs Department locally and nationally. 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 
Provide leadership and strategic direction for the department, articulating the positive impacts of the arts 
and culture in and for the City. 
 
Oversee the City’s cultural programs and facilities, including the Sandler Center for the Performing Arts, 
Virginia Beach History Museums, public art program, and multi-cultural programming.   
 
Develop initiatives to proactively grow $87.7M arts and creative industry in Virginia Beach.  
 
Advance Virginia Beach as a vibrant arts and cultural destination to increase year-round visitation.  
 
Develop goals and strategies for cultural affairs related programs and projects, including coordinating the 
Virginia Beach Arts Plan 2030.  
 
Administer cultural arts funding to projects and organizations as provided through department operational 
budget or commission grants; monitor grants and assistance funding to assure compliance with 
contractual agreements; and seek grants and partnerships that will increase cultural arts support beyond 
City funding. 
 
Serve as liaison to the Arts and Humanities Commission; translate goals, objectives and 
recommendations of commission into programs, projects and activities.  Implement policies and actions of 
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arts and cultural boards and commissions.  
 
Organize programs and activities that nurture and reflect the cultural diversity of the City.   
 
Oversee programs and activities, intended to increase public awareness and interest in the cultural arts 
and history museums and sites. 
  
Review newsletters, press releases and other informational materials; and interact and build relationships 
with the media to constantly expose the city’s efforts in developing and supporting cultural arts activities. 
 
Manage the recruitment, training, coaching, and establishment of performance objectives for high 
performing cultural affairs department staff. 
 
Oversee department budget; monitor the expenditures of funds in accordance with the adopted budget 
and forecast projections. 
 
Research and develop reports on cultural arts in the region and other localities. 
 
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 
Lead the development of Human Resources, including volunteers, through effective management 
practices (e.g., coaching, delegation, and rewarding member successes); align resources with 
department and City strategies; ensure department accountability through demonstrated systems 
thinking, issues and trends identification, and effective resolution; support the City Manager, Deputy City 
Manager, and City Council ensuring that the City's vision, organizational values, and the  mission are 
understood and executed by members at all levels of the department; facilitate effective communications 
throughout the organization, with Council and the public; create effective links and relationships with the 
media, community groups, and various constituencies; collaborate with other directors and agencies 
across the organization to achieve results and ensure alignment; and execute fiscal procedures and 
management of funds appropriately. 
 
Preferred Qualifications 
A Master’s degree in administration, museum studies, or a similar program and 6 years 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 in a compatible museum or cultural facility. Experience with cultivating 
membership, fundraising and donor relations. 
 
Must have a current and valid driver’s license. 

Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of visual and performing arts. 
2. Knowledge of management methods of cultural arts organizations. 
3. Knowledge of educational program development, curricula and museum programs. 
4. Knowledge of grant writing and funding agencies. 
5. Knowledge of fiscal procedures and management of funds. 
6. Knowledge of basic research techniques and statistical analysis. 
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7. Knowledge of marketing and public relations practices. 
B. Skills 

1. Skill in communicating orally and in written form with groups and individuals.  
2. Skill in making formal presentations to city officials, department staff, and the public. 
3. Skill in workforce planning. 
4. Skill in setting goals and objectives. 
5. Skill in developing and maintaining effective working relationships with employees, 

supervisors, managers, City officials, the media, other agencies, and the general public. 
6. Skill in supervising the work and evaluating staff performance. 
7. Skill in counseling, coaching, and mentoring with individuals and groups. 

C. Abilities 
1. Ability to organize and schedules series of complex tasks which must adhere to rigid 

deadlines. 
2. Ability to communicate with community groups, universities and various governmental 

agencies. 
3. Ability to develop, present, and defend complex reports and statistics orally and in writing. 
4. Ability to incorporate roles and responsibilities in job performance and apply them throughout 

the organization. 
5. Ability to compile technical reports and documents as may be needed for negotiation of 

contracts for goods and services, grant applications, etc. 
6. Ability to inspire and organize volunteer efforts from the community. 

 
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. 

 


