
 

 
Multimedia Services Coordinator #02014 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-25-2021 

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. 
 
Class Summary 
Manage multimedia and video services for the City of Virginia Beach and the Virginia Beach City Public 
Schools, including the development and management of video communication resources to provide 
dissemination of accurate and timely information to the community, the municipal government, and the 
public school system. 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. 

Representative Work Functions and Responsibilities 
Coordinate all aspects of multimedia and video services operations. 
  
Develop and implement work plans, policies, procedures, goals, and strategies; establish operational 
priorities; and develop, implement, and review internal administrative, production and operations 
processes for efficiency and enhanced customer service. 

 
Prepare and manage the video services budget. 

 
Direct the work of division personnel, including task assignment, work schedule approval, and job 
performance evaluation; administer City personnel policies; and confer with employees concerning 
professional development, assess needs and arrange for appropriate training. 

  
Manage operation and programming of multiple cable access channels and microwave network. 

 
Direct utilization of production programming, and maintenance facilities. 

 
Analyze video program proposals, establish project priorities, and approve all requests for service. 

 
Oversee all video program production. 
 
Perform video program review and evaluation. 
 
Balance financial resources and needs to achieve maximum benefit. 
 
Direct resources to equitably meet City and School needs. 
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Provide technical and administrative support of cable franchises. 

 
Capable of performing general production tasks utilizing primary types of video equipment. 
 
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 
Develop and implement programming, operational methods, and procedures that ensure quality 
multimedia and video service provision to the municipal government and public school system.  Allocate 
time, resources, and personnel to achieve efficient and effective operations.  Exercise sound fiscal 
management.  Negotiate effectively with City and school representatives to ensure equitable utilization of 
resources. 
 
Minimum Qualifications 
Requires any combination of education above the high school level and/or experience equivalent to ten 
(10) years, with five (5) years at the supervisory level, in fields utilizing the required knowledge, skills, and 
abilities and associated with such positions as corporate video manager, operations manager, or video 
administrator; or any equivalent combination of experience and training which provides the required 
knowledge, skills, and abilities. 
  
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 management principles and procedures. 
2. Knowledge of analog and digital technologies. 
3. Knowledge of City and School operations, agencies, officials, and services. 
4. Knowledge of group dynamics and group decision making techniques. 
5. Knowledge of municipal finance and budgeting policies and procedures. 
6. Knowledge of City personnel policies and practices. 
7. Knowledge of quality and process improvement theories and techniques. 
8. Knowledge of multimedia/video/television production equipment, techniques, concepts, 

theory, and operations. 
B. Skills 

1 Skill in management of technical and production operations. 
2 Skill in negotiating and resolving complex issues requiring tact and diplomacy. 
3 Skill in trend identification and analysis. 
4 Skill in the oral and written communication of information. 
5 Skill in the application of City personnel policies and procedures. 
6 Skill in establishing priorities and in scheduling resources. 
7 Skill in project management. 
8 Skill in personnel supervision and employee development. 
9 Skill in operation of video/television production equipment and content/program development 

including videography, editing, scripting, producing, and directing for quality broadcast and 
non-broadcast video productions. 

C. Abilities 
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1 Ability to lead and manage personnel. 
2 Ability to organize details and make complex decisions. 
3 Ability to manage division operations. 
4 Ability to make financial decisions. 
5 Ability to work effectively with officials, employees, agencies, and the public. 
6 Ability to assess community, municipal, and educational information needs, and develop and 

implement programs to appropriately meet those needs. 
7 Ability to work in a team environment. 
8 Ability to advise and train staff in video production techniques. 

 
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. 
 

 


