
 

 
Housing Programs Administrator #02677 
City of Virginia Beach – Job Description 
Date of Last Revision: 12-13-2021  

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. 
 
Summary Position Description 
Leads a division within the department of Housing and Neighborhood Preservation. Coordinates the 

development, implementation and administration of Housing and Neighborhood programs and initiatives 

either for Rental Housing, Housing Development, or Homeless Services division; or other programs 

deemed necessary by the department.  

Representative Work Functions and Responsibilities 
 
Rental Housing 

Leads the development and oversees the implementation of housing assistance programs that meet city 
goals for quality, accessibility and affordability, including Section 8 Rental Housing Programs. 
 
Pro-actively research, develop understanding of, teach staff about, interpret and implement pertinent laws 
and regulations. 
 
Develop, implement, evaluate and utilize administrative and agency plans, policies and procedures based 
on legislation and regulations. 
 
Effectively manage a complex financial management system including preparation of budgets, monitoring 
and forecasting of expenditures, and maintenance of accounting and payment systems. 
 
Maintain liaison with a broad spectrum of housing officials at local, state and federal levels to enhance 
operations and mission; serve as an ongoing member of department’s management team. 
 
Effectively supervise staff to help them achieve performance expectations; coach and counsel staff and 
conduct required evaluation activities; proactively and effectively handle staff and/or customer conflicts; 
and create a high performance working environment. 
 
 
Housing Development 

Lead the development and implementation of a citywide housing strategy, as part of an overall 
neighborhood revitalization strategy for the city. Develop and implement appropriate housing policies and 
programs. Lead the initiation of housing developments consistent with city goals. Manage housing 
development and affordable housing programs. 
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Continuously seek and learn about opportunities for the creation and preservation of affordable housing. 
Research, develop understanding of, and communicate about community needs for affordable housing 
and neighborhood revitalization, seeking input from local, regional and state stakeholders.  
 
Develop or facilitate the development of programs and city policies, including land-use policies, so that 
progress in meeting community needs can be made.  
 
Effectively manage and utilize assigned financial resources to provide cost effective programs that meet 
needs; and to utilize funds effectively and appropriately. 
 
Effectively supervise staff to help them achieve performance expectations; coach and counsel staff and 
conduct required evaluation activities; proactively and effectively handle staff and/or customer conflicts; 
and create a high performance working environment. 
 
Develop a program for contractor excellence and performance; recruit skilled contractors as needed for 
carrying out program activities. 
 
Provide support and leadership for city council appointed Housing Advisory Board. 
 
Conduct community outreach and marketing to promote affordable housing and obtain project support. 
  
 
Homeless Services 
Provide direction and leadership for staff and community providers in order to make homelessness rare, 
brief and nonrecurring in alignment with the Community of One plan. 
 
Provide support and leadership for all organizations within the BEACH Community Partnership, including 
the general membership, the Governing board, and all committees or subgroups. 
 
Actively participate in local, regional, and state activities to help achieve city goals.   
 
Coordinate the design and implementation of effective programs and services to end homelessness and 
track outcomes to measure effectiveness. 
 
Effectively operate or ensure the effective operation of all aspects of the Housing Resource Center. 
 
Effectively supervise staff to help them achieve performance expectations; coach and counsel staff and 
conduct required evaluation activities; proactively and effectively handle staff and/or customer conflicts; 
and create a high performance working environment. 
 
Lead and coordinate reporting, performance assessments and internal and external communications that 
support the overall mission. 
 
Develop and seek appropriate resources to support the mission.  
 
Insure overall system compliance with all applicable requirements  
 
Responsible for budgeting and financial management for funds coming to the division and/or managed by 
the division, including donated funds and multiple grant sources.  
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Responsible for the implementation of a division-wide and a regional system-wide information / file 
management system to insure accurate records and maintain required information according to city 
policy. 
 
Performance Standards 
Effective utilization of available resources and development of new resources. Compliance with local, 

state and federal regulations including the timely expenditure of funds for these program areas, in 

coordination with department accountant. Development of proposals and strategies that are adopted by 

departments and city leadership. Successful implementation and execution of strategic initiatives. 

Effective management of staff for optimal performance.  Maintain active membership on committees, task 

forces, etc. outside the department to promote the goals of the division, department and City. 

 
Minimum Qualifications 
Bachelor’s degree in public administration, business administration, social services, 
construction/development, finance or related field and six (6) years of experience utilizing the knowledge, 
skills and abilities associated with such positions as housing development, housing finance, homeless 
services, or comparable positions OR an equivalent combination of education (above high school level) 
and ten (10) years of experience utilizing the knowledge, skills and abilities associated with this position.  
 
Preferred Qualifications 
Master’s degree in public administration, business administration, construction/development, social 
services or finance preferred. 
 
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. 
 
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. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of the principles and practices of public administration. 
2. Knowledge of federal, state and local regulations governing Section 8 and other 

neighborhood improvement programs 
3. Knowledge of City codes and ordinances regarding housing and development 
4. Knowledge of budget preparation and other aspects of programs financial management 
5. Knowledge of HUD funded development regulations (CDBG, HOME, ESG, etc.) 
6. Knowledge of housing development practices and financing 
7. Knowledge of best practices to end homelessness 
8. Knowledge of the Continuum of Care, Hearth Act and other federal programs related to 

homelessness 
9. Knowledge of concepts of land use planning and zoning 
10. Knowledge of project management concepts 
11. Knowledge of the development review process 

B. Skills 
1. Skill in clear and concise communication (both orally and in writing) 
2. Skill in analyzing and interpreting statistical and financial program data. 
3. Skill in the interpretation, application and development of policies and procedures related to 

the division and the department. 
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4. Skill in the informational and technical writing of reports, grants and administrative documents 
governing local program operations. 

5. Skill in the informational and technical writing of reports, grants and administrative documents 
governing local program operations. 

6. Skill in effectively leading a diverse staff responsible for multiple programs 
7. Skill in prioritizing workload, delegation of duties, and effective follow up with staff to ensure 

program activities are carried out in a timely manner with expected results 
8. Skill in working with diverse populations and organizations 
9. Skill in using Microsoft Office suite (Word, Excel, PowerPoint, Outlook) and other software 

applications to create reports and presentations, to develop tracking and evaluation systems 
for programs 

10. Skill in conducting research and then using research results to develop solutions   
11. Skill in developing outcome measurements and evaluating program effectiveness 
12. Skill in making high impact presentations to community groups, organizations, and city 

council. 
13. Skill in teambuilding 
14. Skill in providing impeccable customer service to internal and external customers 

 
C. Abilities 

1. Ability to communicate effectively, orally and in writing. 
2. Ability to be flexible and work under pressure 
3. Ability to plan and supervise the work of professional and technical staff involved in various 

programs, projects and activities 
4. Ability to accurately assess, document and conduct employee performance feedback 
5. Ability to develop and maintain effective working relationships with city, state and federal 

agency officials and the general public. 
6. Ability to formulate and implement program goals, objectives and plans. 
7. Ability to exercise sound independent judgment. 
8. Ability to work effectively in ongoing strategic planning at the department management level. 

 
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 professional level work requiring the application of principles and practices of a wide range of 



Housing Programs Administrator #02677 

   
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 5 of 5 
 

administrative, technical, or managerial methods in the solution of administrative or technical problems; 
applies general understanding of operating policies and procedures to solve complex administrative 
problems; requires continuous, close attention for accurate results or frequent 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. 
This job requires normal visual acuity, and field of vision, hearing, and speaking. 
 
 


