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City of Virginia Beach – Job Description 
Date of Last Revision: 01-27-2022  

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  18 
 
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 

Leads the Public Affairs unit within the Police Department, developing strategy and communicating the 
department’s mission and core values while fostering a culture of engagement with the community and 
maximizing communication resources to ensure a unified department message .  Provides strategic 
planning and citizen engagement/communication; manages crisis communications and critical issues, 
supervises public affairs staff and advises the Chief on communication and public relations issues. 
 
Representative Work Functions and Responsibilities 
Plan, direct and supervise the development and execution of integrated communications (marketing 
and/or public relations) efforts across all channels in support of key Police Department events, programs, 
issues and services. 
Provide direct support and coach personnel in interacting and responding to the media, develop 
communication strategies, respond to emergencies and manage issues.  
Develop pre-emptive crisis planning templates and lead all crisis communications.  Drive comprehensive 
content development including informational campaigns on department issues and initiatives, press 
releases or similar communications. 
Manage media relations and develops contacts with media members and community leaders. 
Define, write and edit timely, relevant and effective communication to an array of stakeholders and use a 
variety of channels including, but not limited to: web copy, newsletter and magazine articles, speeches, 
news releases, official positions, message points, video scripts and correspondence. 
Create and manage the department’s editorial,  social media and events calendars. 
Advise Chief on matters related to communications and public relations 

Supervise and oversee the work of assigned staff 

Oversee administration of all social media accounts. 
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 
Display professionalism, considerable expertise in public relations when working with police department 
staff, officials, the public, and the media; represent the department in a professional and appropriate 
manner; develop creative communication programs which effectively represent the department’s mission 
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and core values; develop and maintain trusting relationship with citizens, officials, and professional 
independent news media; demonstrate credibility and reliability in relationships with the media and public; 
appropriately evaluate and project public opinion regarding the department’s actions, positions, and 
programs; demonstrate sensitivity, diplomacy and discretion when working with issues of controversy or 
confidentiality; demonstrate leadership and effective management practices; write for the Chief in a style 
that communicates effectively and is suitable to the outlet and occasion; respond quickly and effectively to 
department emergencies and encourage public confidence by displaying competence and calm.  
 
Minimum Qualifications 
Requires a Bachelor’s degree in Marketing, Public Relations, Communications, Public Administration, or 
related field and seven (7) years of experience in fields utilizing the required knowledge, skills, and 
abilities; or any combination of education (above the high school level) and/or experience and training 
equivalent to elevn (11) years in fields utilizing the required knowledge, skills, and abilities in fields 
utilizing the knowledge, skills and abilities associated with this position. 

Preferred Qualifications 
Prefer a Master’s degree in marketing, public relations or a related field; 12 years of progressive 
experience in government or corporate communications; experience providing leadership oversight to a 
team responsible for branding, promotion, social media engagement, and media relations. 
 
Accreditation in Public Relations 
 
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. 
 
Must be available to work evenings, weekends, holidays, and overtime when required to meet operational 
needs. 
 

Alpha I Status: Positions within this class have been designated as Alpha I positions requiring employees 
to work during inclement weather, regardless of the City’s operational status. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of the concepts, principles and practices of public relations and community, 
media relations, marketing, advertising and communications 

2. Knowledge of the principles and methods of engaging diverse groups or populations. 
3. Knowledge of the digital space, including proficiency in webpage optimization, SEO and 

social media marketing and messaging. 
4. Knowledge of corporate communication and marketing strategies to include marketing, 

branding, promotion, social media and media relations. 
5. Knowledge of oral, written and visual communication principles 
6. Knowledge of journalistic principles, styles and editing techniques 
7. Knowledge of management principles and practices 
8. Knowledge of government structure and community standards 
9. Knowledge of fiscal management and accounting practices 
10. Knowledge of effective supervisory principles and practices 

 
B. Skills 
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1. Skill in developing effective working relationships with the public, media, city officials and 
staff 

2. Skill in effectively leveraging resources to achieve organizational priorities and influence 
outcomes. 

3. Skill in leadership, public relations management, communications and  strategic planning. 
4. Skill in writing and editing variety of communication, marketing, and media relations pieces. 
5. Skill in managing crisis communication from a public relations perspective. 
6. Skill in disseminating public information appropriately. 
7. Skill in assessing situations and developing strategies for achieving results. 
8. Skill in dealing with sensitive and confidential information 
9. Skill in researching, developing and implementing public relations and/or marketing plans, 

awareness campaigns and communication programs. 
10. Skill in assessing and evaluating the impact of public opinion. 
11. Skill in motivating and empowering staff to be proactive and participatory. 
12. Strong organizationa, project management and workflow coordination skills. 

 
C. Abilities 

1. Ability to produce effective, creative and innovative projects, campaigns, plans, speeches, 
strategies and goals based on specidic audiences, objectives and stakehlders. 

2. Ability to work effectively with political bodies, community organizations and media 
representatives. 

3. Ability to manage resources, meet deadlines and make complex decisions quickly. 
4. Ability to deal diplomatically with controversial, sensitive or confidential issues. 
5. Ability to establish and maintain effective working relationships with citizens, the media, 

and members at all levels of the organization. 
6. Ability to handle stress and work well in an emergency. 
7. Ability to effectively supervise, and coordinate/oversee the work of staff. 
8. Ability to analyze data and information quickly from relevant (and sometimes disparate) 

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. 
 
 


