
 

 

 

 
Emergency Management Planner II #03203 
City of Virginia Beach – Job Description 
Date of Last Revision: 02-26-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  10 
 
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 
Under general supervision of the Emergency Management Coordinator or designated supervisor, perform 
professional duties in one or more emergency management program areas such as disaster mitigation, 
preparedness, planning, response, and/or recovery to support the Emergency Management Program. 
Assists in standing up the Emergency Operations Center (EOC) and support the deployment of 
emergency operations activities as a member of an assigned EOC team upon activation.   
 
Performs Incident Command System (ICS) position-specific roles during EOC activations. 
  
Representative Work Functions and Responsibilities 
Manages projects for the City’s comprehensive disaster and emergency management program in one or 
more emergency management program areas of mitigation, preparedness, response, and/or recovery. 
Conducts independent research, prepares, develops and manages assigned projects/ programs in a 
variety of complex emergency management areas. 
 
Assists with and facilitates the development, review, and modification of the City’s emergency plans.  
Conducts research of Federal law and emergency management regulations, policies, and guidance to 
assist the Emergency Management Coordinator in developing a comprehensive Emergency Management 
Program.   
 
Conducts a wide variety of research projects using diverse methodologies and technologies in order to 
collect, analyze, and disseminate data and other pertinent information to other City officials, departments 
and the general public as well as state and federal agencies. 
 
Coordinates programs and projects to support local mitigation actions and the Regional Hazard Mitigation 
Plan and develops the Office’s overall hazard mitigation strategy.  Develops and maintains project action 
plans; develops strategies for implementation and serves as a grants manager for hazard mitigation 
grants. Serves as project manager for mitigation projects to identify mitigation opportunities, monitor 
progress of mitigation work, and identify future mitigation opportunities. Reviews sub-grant applications 
and project worksheets for potential mitigation opportunities.  Reviews other analysis for complete and 
appropriate documentation and ensures adherence and effectiveness in substantially reducing the effects 
of future damages. 
 
Oversees disaster or special event preparedness planning in the City. Coordinates the execution of 
emergency plans for an event.  Identifies and assesses risk to the continuity of services, estimating the 



Emergency Management Planner II #03203 

   
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. 

Page 2 of 4 
 

level of capabilities needed to address those risks, develops and implements plans to deliver those 
capabilities, and monitors progress. Completes after action reports to identify gaps and areas for 
improvement and makes recommendations for future events.   

 
Supports, develops, and coordinates emergency management training and exercises.  Coordinates and 
executes exercise scenarios and serves as evaluator to critique comprehensive emergency management 
plans and programs.  Provides feedback, identifies corrective action, and conducts follow-up to ensure 
the corrective action is implemented by the primary point of contact.  Develops and coordinates training of 
EOC teams and committees 
 
Conducts educational and community outreach efforts as assigned. Develops and conducts presentations 
concerning emergency preparedness and awareness of programs to citizens, civic groups, schools, and 
various private organizations. 
 
Contributes to the City’s pre-disaster recovery program planning and post-disaster recovery program 
delivery for a declared emergency or event to assist affected departments, employees, and/or citizens. 
Contributes to the cost-recovery portion of the recovery program, including assessing Federal recovery 
program guidelines, developing project worksheet formulation, submitting appropriate documents for 
reimbursement to responsible agencies, and liaising with Finance Risk Management to ensure proper 
coordination and training across all City departments,  
 
Assists in standing up the Emergency Operations Center (EOC) for special events or incidents and 
coordinates the deployment of emergency operations activities with City personnel, local officials and 
organizations, state and federal government agencies, and other supporting organizations as a member 
of an assigned EOC team upon activation. 
 
Develops and maintains strong collaborative relationships with preparedness and response partners 
internal and external to the City and with outside emergency management agencies. Represents the 
department on various committees, workgroups and teams; cooperates with multi-jurisdictional and 
stakeholder coordination efforts to determine appropriate courses of emergency action, establishes or 
makes recommendations for emergency planning guidelines, and ensures compliance with emergency 
management mandates. 
 
Responds to public inquiries; provides information within the area of assignment; and resolves complaints 
in an efficient and timely manner 
 
May supervise subordinate Emergency Management Planners, interns, or volunteer personnel as 
required of program operations.   
 
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 
Project milestones and plan development is completed accurately and within deadlines using appropriate 
technologies; ensure that information flow within the Office and across City departments is coordinated 
and consistent with policies and procedures; intent of written information is understood since it is both 
accurate, concise and non-redundant; written material is submitted in a timely manner with appropriate 
attachments and diagrams; orally communicate complex and technical information concisely and clearly; 
planning decisions are made based on corroborative data and stakeholder input; planning goals and 
objectives are realistic; supervisory responsibilities are carried out in accordance with departmental and 
City policies; federal grant submissions, management, and reimbursement are completed accurately, 
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within deadlines, and according to Federal / State program grant rules and City policies. 
 
Minimum Qualifications 
Requires a Bachelor’s degree in Emergency Management, Homeland Security, Public or Business 
Administration and four (4) years of applicable work experience in fields such as emergency 
management, homeland security, or similar, OR an equivalent combination of education (above the high 
school level) and eight (8) years of experience utilizing the knowledge, skills and abilities associated with 
this position.   
 
Must have a current and valid driver’s license. 
 
Preferred Qualifications 
Graduation from an accredited college or university with a Bachelor's Degree or higher in Emergency 
Management, Public Administration, Business Administration, or related field. Previous work experience 
in public safety, hazard mitigation or emergency management and disaster preparedness. Working 
knowledge of State and Federal guidance regarding emergency preparedness. Completion of ICS 100, 
200, 300, 400, 700, and 800. Ability to obtain Associate Emergency Manager (AEM) or Certified 
Emergency Manager (CEM) designation within two (2) years of employment. Ability to obtain Certified 
Floodplain Manager (CFM) designation within two (2) years of employment.  
 
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. 
 
National Incident Management Systems (NIMS) IS / ICS Courses 100, 200, 300, 400, 700, 701a, 800 and 
IS-2200 certifications or ability to obtain within six (6) months. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of emergency management methods and theories, principles and practices 
related to Emergency Management. 

2. Knowledge of Federal, state and local laws, codes and regulations with regard to emergency 
preparedness. 

3. Knowledge of City departments, local agencies, state and federal agencies, and their roles 
and responsibilities with regard to local emergencies/disasters and delivery of municipal 
services. 

4. Knowledge of research methodology, statistical analysis, and survey design. 
5. Knowledge of principles and practices of municipal budget preparation and administration. 

6. Knowledge of the principles and techniques of strategic planning, forecasting, cost 
benefit analysis, expense tracking and reporting, and program evaluation.  

7.  
8. Knowledge of principles and practices of Federal, State, and local emergency management 

grant programs and federal reimbursement related to flood mitigation.  
9. Knowledge of the current automated data processing hardware, software, geographic 

information systems, web page design, data extraction, and data analysis software.  
B. Skills 

1. Skill in effective methods of establishing and maintaining working relationships 
2. Skill in utilizing research methodology and statistical techniques to analyze and compile 

diverse data into technical reports and information packages for staff and public use. 
3. Skill in designing, implementing and monitoring diverse emergency management programs. 
4. Skill in communicating information effectively and concisely to City officials as well as other 

public and private parties on a continuous basis through the use of highly developed oral and 
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written skills.  
C. Abilities 

1. Ability to complete varied and diverse tasks and assignments under general direction and  
supervision. 

2. Ability to communicate clearly and concisely in both written and oral forms. 
3. Ability to problem solve Interpret and apply decisions in accordance with applicable federal, 

state, and local policies, laws, and regulations. 
4. Ability to exercise a high degree of analytical ability, creativity and initiative and to make 

recommendations based upon the analysis and interpretation of research findings. 
5. Ability to train and assist others in the use of various department automated systems. 
6. Ability to assist, train and direct the work of administrative staff, volunteers or interns. 
7. Ability to analyze emergency situations and maintain composure in stressful situations. 

 
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 primary sedentary work, but may involve walking or standing for periods of time and exerting up 
to 10 pounds of force on a regular and recurring basis; requires dexterity for constant keyboarding and 
use of computer technology. 
 
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. 
 
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. 
This job involves a risk of limited to no exposure to any environmental hazards. 
 
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, color perception, depth perception and texture 
perception. 
 

 


