
 

 
Jury Specialist #00104 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-11-2021 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  19 
 
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 
Perform complex, highly-technical and frequently confidential work as the coordinator of the petit and 
grand juries for the Virginia Beach Circuit Court. 
 
Representative Work Functions and Responsibilities 
Responsible for the daily operations of the petit and grand juries in accordance with State statutes and 
under the guidance of the court administrator. 
 
Maintain the list of eligible and qualified jurors. 
 
Receive, review and rule on juror requests to be excused, deferred, or exempt from jury service. 
 
Verify Identification of and check-in jurors. 
 
Issue show cause orders and testify in court when jurors fail to appear. 
 
Responsible for preparing and mailing juror summons for both petit and grand juries.  
 
Manage and supervise jury staff. 
 
Call jurors that failed to appear and issue show causes as necessary.  
 
Backup staff to prepare and present the daily juror orientation sessions. 
 
Issue daily juror and grand juror payments and work letters; prepare and verify invoices seeking 
reimbursements from the City and State for juror-related expenses; monitor and deposit reimbursement 
payments; and backup staff as needed to maintain the juror checking account register, reconciliation 
procedures, escheatment processing and maintain account balances. 
 
Compile data and prepare historical, statistical reports of jury activities. 
 
Process, scan and data entry of juror questionnaires and summons. 
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Peform end-of-day procedures to summon jurors for the next day.  
 
Act as a liaison with internal and outside agencies concerning the Circuit Court jury system. 
 
Maintain the confidentiality of juror records. 
 
Ensure the integrity of the jury selection processes, within the legal and highest ethical standards. 
 
Ensure the automated jury management system functions properly. 
 
Keep the court administrator informed of changing situations or any anomalies with the jury processes. 
 
Administer day-to-day jury policies and procedures; and recommend to the court administrator revisions 
to jury system policies and procedures.   
 
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 
Efficiently and proficiently coordinate and manage the petit and grand  juries, ensuring that juries are 
available in the courtroom when required and in accordance with State statutes and Court policies and 
procedures; that jurors are compensated in a timely manner; that reimbursements from the City and State 
are accurate and timely;  that the juror checking account is in order and properly reconciled; that monthly 
juror summonses are accurately prepared and mailed on time; that juror assistants are properly trained, 
that they comply with State laws and with the Court and City policies and procedures, and that they 
provided coverage when needed; that juror orientation sessions cover the required information and are on 
time; that juror responses to the juror questionnaire are entered into the computer; that historical and 
statistical reports are accurate and are prepared on time; that the security/confidentiality of juror records 
and the jury facilities is properly maintained; efficiently carriy out the day-to-day operation and 
administration of the jury process with minimal supervision and within the legal and highest ethical 
standards. 
 
Minimum Qualifications 
High school or GED plus five (5) years’ experience in fields providing the required knowledge, skills and 
abilities and associated with such positions as jury administrator, jury specialist, or jury coordinator. 
 
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 laws, rules, regulations and procedures related to the civil and criminal jury 
systems of a Virginia circuit court. 

2. Knowledge of automated jury management systems and other automated data bases. 
3. Knowledge of supervisory practices and the City’s policies and procedures. 
4. Knowledge of basic accounting and checking account systems. 

B. Skills 
1. Skill in efficient jury management and supervision. 
2. Skill in operating a computer and City standard software applications. 
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3. Skill in operating standard office equipment, including a fax machine, telephone recording 
system, TV/VCR systems, and a computer network back-up system. 

4. Skill in professional phone manner on a multiple line telephone. 
5. Skill in compiling data and preparing statistical reports. 

C. Abilities 
1. Ability to supervise and manage others.   
2. Ability to communicate effectively, both orally and in writing, including effective public 

speaking skills.   
3. Ability to maintain effective working relationships with the Judges, the Clerk’s Office, jurors, 

attorneys, city agencies, staff members, and the general public.  
4. Ability to work well under pressure, maintaining a pleasant and empathetic demeanor.   
5. Ability to be diplomatic and maintain the highest ethical standards when dealing with the 

judges, jurors, attorneys, Court staff, and other daily contacts. 
 

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. 
 

 
 


