
 

 
Energy Management Administrator #05148 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-14-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  17 
 
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 
Coordinate the activities of the various City departments, divisions, and bureaus which impact the efficient 
use of energy; provide guidance and training to City agencies in energy management; develop new 
energy management quality programs and standards; prepare recommendations and make presentations 
involving energy management to City administration.  Serve as a member of the City's Sustainment and 
Efficiency Team which will be responsible for identifying opportunities for improvement, specifically 
managing and coordinating energy conservation initiatives. It will be responsible for the review, 
preparation, submittal and management of energy-related grant programs. Directs and supervises the 
work of energy management administrative staff. 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 energy conservation supported by the federal, state, and city governments, assess how 
Virginia Beach may be eligible for participation in such programs, and ensure that standards are 
maintained once programs are initiated.  
 
Responsible for initiating, promoting, managing energy conservation and usage, and establishing 
processes for auditing and monitoring all energy consumption. In addition, this position will design, 
implement, participate, and assist in state and local training and energy exercises. 
 
Create and lead internal and external committees to promote citywide energy education and reduction 
programs. Provide support to the City's Sustainment and Efficiency Team concerning other green 
initiatives including LEED, green jobs, and waste reduction 
 
Annually update and coordinate the implementation of the City's Energy Conservation Plan for review and 
adoption by the Joint Energy Committee, and will report to senior management and the City Council on 
conservation and consumption of energy 
 
Provide day to day supervision of administrative staff that support energy conservation programs 
distribute assignments, review work, and monitor processa and procedures to ensure efficiency and 
quality of work; provide training to staff, conduct performance appraisals, and grant leave and perform 
other supervisory duties as required. 
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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 
Ensure that energy management inquiries are answered in a timely and accurate manner; coordinate the 
energy management related activities of many divergent City agencies; develop recommendations for 
energy programs and policy; effectively communicate both orally and in writing with co-workers and other 
City personnel providing accurate technical information and recommendations; accurately, promptly and 
diplomatically respond to requests for information and policy interpretation; recommend actions in 
accordance with City policies and procedures; and ensure energy management plan appropriately 
addresses and considers City energy concerns. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to ten 
(10) years of experience in engineering, public administration, or business administration. 

Must have current and valid driver’s license. 

Preferred Qualifications 
Training in related specialites such as energy efficiency and/or renewable energy technologies; 
sustainable community design; USGBC LEED training; grant writing/managment; Certified Energy 
Management programs and/or other training beneficial to this position. 

 
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. 
 
Positions within this class have been designated as Alpha I positions requiring employees to work during 
inclement weather, regardless of the City’s operational status. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of organization and operation of various City departments regarding energy use. 
2. Knowledge of Federal, State, and local energy programs and activities. 
3. Knowledge of budget management, financial/procurement procedures and leveraging of 

grant opportunities. 
4. Knowledge of personnel and departmental policies and procdures. 
5. Knowledge of effective supervisory techniques. 

B. Skills 
1. Skill in indentifying energy management issues and hazards, both existing and potential. 
2. Skill in developing regulations and policies which govern, regulate, and protrect energy 

management. 
3. Skill in dealing with federal, state, and local agencies on energy issues. 
4. Skill in effective organizational management practices. 
5. Skill in communications, both oral and written. 
6. Skill in making presentations to groups. 
7. Skill in budgeting preparation and techniques. 
8. Skill in supervising the work of subordinate staff. 

C. Abilities 
1. Ability to prepare written reports and presentations clearly and concisely 
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2. Ability to make critical analysis, such as cost benefit of analyses in recommending courses of 
action 

3. Ability to provide guidance and recommend training to city agencies on methods of improving 
energy use. 

4. Ability to establish and maintain satisfactory working relationships with other employees, 
public agencies, private interest groups, and the general public. 

5. Abiltiy to effectively supervise others while coordinating multiple functions. 
 

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. 
 

 


