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Date of Last Revision: 08-18-2021 

FLSA Status:  N/A Pay Plan:  Hourly Grade:  N/A 
 
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 

Exhibit and follow the City of Virginia Beach and Department of Parks and Recreation Customer Service 

Standards.   

Provide quality customer service including responding to patron inquiries and concerns. 

Communicate effectively, professionally and thoroughly with the public, patrons, coworkers, and 

volunteers. 
 
Representative Work Functions and Responsibilities 
Provide customer service and routine information to patrons at the front desk  

 

Answer telephone, respond to inquiries, route calls to appropriate staff  

 

File membership applications, facility cards and other records  

 

Intake Out-of-School Time (OST) registration forms, memberships, class and program registrations, 

licensing paperwork and fee waiver applications, room rental contracts, work orders 
 

Serve as cashier by receiving revenue and processing receipts  

 

Reconcile and completes daily revenue report forms and bank deposit slips  
 
Operate office equipment including facility card equipment, multi-function copier, computer, point of sale 
system, calculator, multi-line telephone, and ID camera 
 
Enter data on computer for classes, memberships/day passes, camp registrations, dog park 
memberships, and room rentals 
 
Types incident and accident reports, letters and various reports as required  

 

Provide routine maintenance on facility card equipment and copy machine  

 

Monitor snack bar area in order to ensure the safety and welfare of patrons  
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Assist supervisory staff in ensuring a safe and wholesome environment 
 
Monitor and provide scan desk coverage  
 
Occassionally provide building tours to prospective members 

 
Individual assignments will be determined by the supervisor based on current workloads and department 
needs. 

 
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 the 
current workloads and department needs. 

 
Performance Standards 

Provide quality customer service externally and internally; routinely operate and handle the collection of 

fees accurately and courteously; nightly deposits are prepared accurately; application forms, cards, and 

passes are filled out completely and accurately; maintain facility card equipment as directed; greet the 

public in a polite and efficient manner; provide directions to programs within the center accurately; answer 

the telephone in an efficient and courteous manner; direct calls to the appropriate staff or take accurate 

and complete messages; answer questions concerning the center, the department, and City government 

accurately or refer to staff who are knowledgeable. 

 
Minimum Qualifications 
Must be at least 16 years old and some High School; or any equivalent combination of experience and 
training which provides the required knowledge, skills, and abilities. 

 
Special Requirements 
Must be able to work rotating shifts (early mornings/days/evenings) including weekends and holidays and 
be available to work overtime when required to meet operational needs. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of methods used in financial transactions and basic bookkeeping practices in 
preparing revenue reports and deposits. 

2. Knowledge of usage of multi-line telephone equipment and proper business etiquette when 
answering the telephone. 

3. Knowledge of office terminology, equipment and procedures. 
4. Knowledge of programs and services provided by the center and department. 
5. Knowledge of effective customer service practices. 

B. Skills 
1. Skill in usage of computer and basic keyboarding. 
2. Skill in operating a revenue collection system. 
3. Skill in filing and retrieving information. 
4. Skill in functioning under pressure and performing multiple tasks. 
5. Skill in analyzing/problem-solving. 
6. Skill in preparing various daily revenue reports. 

C. Abilities 

1. Ability to read and comprehend. 
2. Ability to work independently. 
3. Ability to operate various office machines including a cash drawer. 
4. Ability to organize and prioritize. 
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5. Ability to communicate both orally and in writing. 
6. Ability to perform multiple tasks. 

 
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. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes. 
Performs clerical, manual, and technical tasks requiring a wide range of procedures and may require 
intensive understanding of a restricted field or complete familiarity with the functions of a unit or division of 
an operating agency and procedures; may apply moderate understanding of operating policies and 
procedures to solve problems; requires normal attention with short periods of concentration for accurate 
results or occasional exposure to unusual pressure. Positions are responsible for sales, exchanges, 
registrations and other customer services to the public. 
 
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. 
This job requires normal visual acuity, and field of vision, hearing, and speaking. 

 


