
 

 
Family Services Assistant – Public Health 
#00211 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-14-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  14 
 

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 
Initiate and maintain regular contact and creative outreach with families to engage in or connect 
with necessary services in response to Parent Survey assessment results and as assigned by 
supervisor, offering comprehensive support and guidance through home visiting to new and 
expectant parents utilizing evidence-based curriculum and community resources to meet family 
needs; collaborate with and support families to create and attain goal plan;  reinforce 
comprehensive service plan as developed with supervisor and Family Services Specialist; 
establish trusting relationships with families and assist in strengthening parent-child 
relationships; transport family within the City as needed to access resources. 
 
Representative Work Functions and Responsibilities 
Provide appropriate parenting education and supportive services as outlined in the Healthy 
Families America Best Practice Standards.  
 
Conduct family home visits on a regularly assigned schedule with the goal of establishing a 
trusting relationship in accordance with Healthy Families America Best Practice Standards. 
 
Prepare appropriate activities for home visits using approved evidence-based curriculum and 
other supplemental materials.  
 
Educate participants on the importance of adequate prenatal care, medical benefits, child well-
visits, immunizations, and community resources to promote wellness.  
 
Set and maintain appropriate boundaries with families. 
 
Conduct timely developmental screening and evaluations using such instruments as Ages and 
Stages Questionnaire 3 (ASQ-3), Ages and Stages Questionnaire – Social Emotional 2 (ASQ-
SE-2), HOME and other necessary screening tools as determined by the program. 
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Coordinate referrals and linkage of services in collaboration with parents for areas determined 
by family need and as a result of screenings indicating services may be beneficial. 
 
Distribute and collect annual participant satisfaction survey to all families served. 
 
Provide transportation as necessary in urgent circumstances to link families to needed 
resources to include food pantries, social services, and unplanned urgent medical 
appointments. 
 
Report crisis situations to supervisor as soon as safely possible.  Act as mandated reporter, and 

report all observed child abuse and neglect to child protective services.     

Consult with Family Services Specialists and other professionals to receive and provide updates 

on families. 

Prepare documentation and reports; organize case records; collect data for statistical reports; 
and attend unit meetings to accomplish a team approach in the delivery of services to the 
family. Schedule, prepare for, and maintain weekly supervision meetings to include 
administrative, clinical and reflective components. 
 
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 current workloads and department needs.  

Performance Standards 
Effectively provide home visits utilizing approved evidence-based curriculum at the intensity and 
frequency assigned, as measured by program quality assurance standards and outcomes. 
Ensure all documentation is current, complete and filed appropriately in case record. Provide 
timely and accurate documentation of family’s work towards a goal plan at all times. Distribute 
Healthy Families participant satisfaction survey annually to all families served in a time manner; 
feedback from annual Healthy Families participant satisfaction survey indicates positive 
relationship.  Effectively promote families’ self-sufficiency by building confidence in parenting 
skills.  Thoroughly complete developmental assessments and evaluation tools in a timely 
manner. Complete timely and appropriate referrals based on program developmental 
assessments and evaluation tools.  
 
Minimum Qualifications 
Requires a Bachelor’s degree in human services OR any combination of education (above the 

high school level) and/or experience equivalent to four (4) years in a human services field 

(social work, guidance and counseling, family and child development, psychology or sociology) 

utilizing the required knowledge, skills and abilities. 

Must have a current and valid Driver’s License. 

Preferred Qualifications 
Bachelor’s degree in a human services related field or Bachelor’s degree in any field and two (2) 
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years of experience working with or providing services to children and families. 
 
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 family systems. 
2. Knowledge of prenatal and infant/child growth and development. 
3. Knowledge of community resources, i.e., financial, employment, housing, medical 

care, education, and basic needs. 
4. Knowledge of agency policies and procedures. 
5. Knowledge of agency goals and objectives. 

B. Skills 
1. Skill in maintaining an effective working relationship with clients, staff, and other 

professionals at a local and affiliate level.  
2. Skill in establishing and maintaining professional boundaries. 
3. Skill in objective observation/documentation of parent-child interactions. 
4. Skill in verbal and written communications. 
5. Skill in operating a computer and City standard software applications. 

C. Abilities 
1. Ability to establish and maintain accepting and trusting relationships with culturally 

diverse, at risk families. 
2. Ability to instruct others on how to do certain tasks related to daily living, childcare, 

parenting skills, and other related tasks. 
3. Ability to help families identify and build on strengths. 
4. Ability to accept individual differences and willingness to work with culturally diverse 

populations. 
5. Ability to recognize needs of families. 
6. Ability to effectively give and receive oral and written instructions. 
7. Ability to communicate awareness of self in relation to others and has capacity for 

introspection. 
8. Ability to compile, organize and post data from records, schedules and other 

sources. 

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. 



Family Services Assistant #00211 

   
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 4 of 4 
 

 

 


