
 

 
Emergency Management Coordinator #02510 
City of Virginia Beach – Job Description 
Date of Last Revision: 06-22-2021 

FLSA Status:  Exempt Pay Plan:  Administrative 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 
Serve as the Emergency Services Coordinator as outlined in related State disaster laws; assist the City 
Manager in the coordination of city and community emergency management issues and emergencies; 
develop and manage a comprehensive disaster and emergency management program for the City, 
including disaster mitigation, preparedness, planning, training, education, response, recovery; formulate 
long-range goals for the organization, develop policy and position papers, and provide appropriate 
guidance and expertise to city leadership team and/or elected officials.  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 
Research, develop, and coordinate organizational policies and procedures related to emergency 
management and natural disasters; assess the need, applicability, and impact of individual policies and 
procedures on organizational operation and administration; recommend alternative strategies. 
 
Coordinate disaster preparedness with City departments, community and civic organizations, special 
districts, and other federal, state and local governmental agencies. 
 
Responsible for managing the staff and budget of the Office of Emergency Management in the City 
Manager’s Office. 
 
Responsible for the operational readiness and activation of the city's emergency operation center in times 
of emergency. 
 
Ensure the City's Emergency Services plans and annexes are maintained, updated, and reviewed on an 
ongoing basis so that accurate and timely information is available in times of emergencies. 
 
Communicate, collaborate, and coordinate with other City departments, City leaders, citizens, volunteers, 
business community, military, and non-profit organizations in order to continue to build the City's overall 
emergency management program. 
 
Compile and compose information for City Manager and City Council; produce detailed reports of 
findings, conclusions, and recommendations. 
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Develop, research, and prepare grant applications and determine the feasibility and compatibility of 
application requirements with organizational goals and objectives and operational/administrative 
guidelines; administer awards. 
 
Review City policies and practices to ensure compliance with all relevant federal, state, and local laws, 
policies, and regulations. 
 
Work with various City departments and employees to develop more efficient ways of addressing issues 
related to disasters that may impact the City, including strategic planning, training, and exercises. 
 
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 
Professionally and competently administer the city's emergency management program; ensure that 
required programs and activities of the emergency management office are carried out in accordance with 
timetables and planned levels of activities; maintain effective liaisons and relationships among the internal 
and external public agencies and private agencies involved in the emergency management system; 
conduct sound professional policy analysis and make recommendations based upon the results of this 
information; provide policy and operational guidance in large scale emergencies for which the emergency 
management organization is implemented. 
 
Minimum Qualifications 
Requires any combination of education and experience equivalent to ten (10) years in fields such as 
emergency management, homeland security, or related field; or a Master’s degree in Emergency 
Management, Homeland Security, Public or Business Administration, or related field and five (5) years of 
applicable work experience, inclusive of a leadership or executive level role. 
 
Must have a current and valid driver’s license. 
 
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 the City’s Organizational Mission & Values. 
2. Thorough knowledge of local government organization and operations. 
3. Knowledge of principles and practices of modern emergency services management. 
4. Knowledge of principles and practices of public administration. 
5. Knowledge of local, state, and federal laws and resources applicable to the operation of an 

emergency services agency. 
6. Knowledge of research techniques and statistical analysis. 
7. Knowledge of topography of Virginia Beach relative to hurricane threats. 
8. Knowledge of microcomputer technology and applications for management. 

B. Skills 
1. Exceptional skills in problem solving and decision making. 
2. Demonstrated skills in leadership, management, and collaboration. 
3. Skill in analyzing and interpreting statistical and financial program data. 
4. Skill in making formal presentations to city officials, department staff, the public, and media. 
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5. Skill in managing and directing a comprehensive program involving many City departments, 
the local military, and private or volunteer agencies. 

6. Skill in developing viable emergency response plans for various city agencies or for 
responding to emergency occurrences. 

7. Skill in providing clear and concise communication, both orally and in writing. 
8. Skill in the conduct of sound policy analysis. 
9. Skill in supervising the work and evaluating staff performance and division/unit performance. 

C. Abilities 
1. Ability to make rational decisions or recommendations under stressful conditions. 
2. Ability to appropriately communicate to a variety of audiences, orally and in writing. 
3. Ability to assess details of projects and assignments, determine applicability to the goal 

and respond appropriately. 
4. Ability to develop and maintain effective working relationships with City Officials, state and 

federal agency officials, and business and civic leaders. 
5. Ability to formulate program goals and analytical research plans. 
6. Ability to direct and formulate strategic plans for meeting city program needs. 
7. Ability to plan, monitor and evaluate the work of staff. 
8. Ability to incorporate roles and responsibilities in job performance and apply them 

throughout the organization. 
9. Ability to self-direct and work independently. 
10. Ability to represent the City’s interests and leadership’s goals and initiatives in a variety 

of forums pertaining to a diversity of topics. 
 

Working Conditions 
The below stated 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. 
 
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 and involves exerting up to 
10 pounds of force on a regular and recurring basis and routine keyboard operations. May be required to 
lift or move boxes/equipment weighing up to 25 pounds. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes. 
Performs specialized technical and professional work requiring general understanding of operating 
policies and procedures and their application to problems not previously encountered; applies specialized 
technical or professional principles and practices in the solution of problems; requires normal attention 
with short periods of concentration for accurate results and occasional exposure to unusual pressure. 
May be on-call 24 hours a day for emergency situations. Must have access to an operating vehicle or 
access to guaranteed and reliable transportation. Must be able to adjust priorities quickly as 
circumstances dictate. 
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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. 
The job may risk exposure to bright, dim light, dusts and pollen, extreme heat and cold, wet or humid 
conditions, extreme noise levels, animals, wildlife, fumes and noxious odors, traffic, moving 
machinery, heights, disease, pathogens, explosives, violence, fumes, airborne materials, toxic and non- 
toxic chemicals, electrical shock, and vibrations. May also have limited exposure to environmental 
hazards and weather conditions including, but not limited to, weather extremes, heavy rain, flooding, high 
wind gusts, snow, and icy conditions. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity and field of vision, hearing, speaking, depth perception, color 
perception, and texture perception. 

 


