
 

 
Finance Officer – Human Services #02733 
City of Virginia Beach – Job Description 
Date of Last Revision:  10-17-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  16 
 
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 
Oversee financial administration of Federal, State, and Local funding streams within the Human Services 
department; manage billing and collection functions; manage performance contract for the Department of 
Medical Assistance Services; facilitate resolution of difficult budget issues and development of operating 
budgets for a department with a wide range of services; does related accounting for all aspects of the 
BH/DS division of Human Services; and supervise a professional and technical staff. 
 
Representative Work Functions and Responsibilities 
Coordinate various activities of the BH/DS Human Services operating budget and assist with overall 
department budget; oversee BH/DS Human Services operating budget, CSB budget and other funding 
streams, service fees, insurance billing and receivables; manage billing of patient pay, private insurance 
companies, and Medicaid; and oversee the maintenance of accounting ledgers, records and files of the 
BH/DS funding streams and CSB funds. 
 
Prepare detailed and analytical financial reports providing necessary information and recommendations 
with rationale; and develop funding reports to meet outside agency requirements. 
 
Supervise audit of all ledgers. 

 
Supervise the processing of invoices and maintain a billing system for service provider fee contracts, self 
pay clients, and insurance reimbursement; ensure providers have proper credentialing for billable 
services; and manage reimbursement function for the BH/DS division of Human Services, including the 
MIS system. 

 
Supervise management information systems functions to ensure efficient use of microcomputer 
technology and the production of data for accountability and decision making purposes; perform revenue 
and cost accounting systems as required; and maintain departmental accounting system. 

 
Maintain close working relationship with Finance and City Attorney’s Office. 

  
Negotiate contracts. 
 
Review, authorize and supervise the processing of personnel transactions to ensure that all conform to 
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established codes, policies and procedures; monitor hiring practices to ensure that proposed requests are 
in compliance with approved operating budgets; provide administrative interpretation of the City Code and 
City policies and procedures to ensure that employees are being treated fairly and equitably; and 
coordinate personnel functions with the Human Resources Department and within own department, 
including staff training and development. 
 
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 financial transactions are performed in accordance with accepted practice and are 
maintained in an auditive condition; ensure fees for services are assessed according to contract and 
licensure policies and procedures; ensure that customer contracts are calculated correctly and billed in 
accordance with licensure and contract procedures; ensure that employee relationships are maintained in 
the areas of promotions, disciplinary actions, merit increases, training, and counseling; and ensure that 
customer contact area of office projects proper business image. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to nine 
(9) years in business administration or accounting, utilizing the required knowledge, skills and abilities. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
Preferred Qualifications 
Three (3) years of related experience with a municipality. 
 
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 theories, principles, practices, and techniques of enterprise accounting, 
public and business administration. 

2. Knowledge of the function and organization of Human Services operations. 
3. Knowledge of State, Federal, and Local grant and licensure requirements pertaining to 

funding. 
4. Knowledge of Medicaid regulations. 
5. Knowledge of departmental accounting software. 

B. Skills 
1. Skill in reviewing and interpreting financial records. 
2. Skill in supervising the preparation of detailed financial reports. 
3. Skill in administering financial policy in accordance with ordinances. 
4. Skill in effective employee and interpersonal relationships. 
5. Skill in customer relations. 

C. Abilities 
1. Ability to prepare and present detailed financial records and technical reports. 
2. Ability to communicate effectively both orally and in writing. 
3. Ability to deal with the public effectively. 
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4. Ability to prepare departmental policies and procedures. 
5. Ability to effectively manage and supervise professional and technical staff. 

 

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. 
 

 


