
 

 
Park Assistant #00330 
 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-03-2023 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  13 
 
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 
Assist in the overall supervision of operations and maintenance of parks and other outdoor facilities, 
including hiring, operations management, shelter rental and event support, landscape maintenance, and 
sports field preparation. 
 
Representative Work Functions and Responsibilities 
Perform and assist with the supervision of daily work assignments for assigned team(s) including, but not 
limited to, grass cutting, shrub trimming, raking and sweeping, and painting and cleaning of picnic grills, 
picnic shelters, playground equipment, and restroom buildings as required to ensure a safe, clean, and 
attractive park environment is maintained at all times; assist with the preparation of written performance 
appraisal evaluations of subordinate park staff; and assume responsibility for the overall supervision of 
assigned park or park services zone(s) at all times during the absence of the park supervisor. 
 
Respond orally to on-site and telephone inquiries from the public to ensure that legendary customer 
service is maintained at all times; explain City and department policies regarding conduct while on City 
park property to violators to clarify misunderstandings; and report major park rule infractions to supervisor 
to ensure a safe park environment is maintained at all times. 
 
Operate a truck and trailer to haul mowing equipment and utility vehicles in performance of landscape 
maintenance, shelter rental and event support, and sports field preparation for recreational league sports. 
 
Assist with emergency response to weather events, performing snow removal activities and operating 
chain saws and other small equipment in support of hurricane debris cleanup. 
 
Assist with the training of employees in the use of all maintenance tools, grass cutting equipment, and 
utility vehicles to ensure the safe use of all equipment by park employees. 
 
Perform cursory safety inspections of playgrounds, skateparks, beach access points, mooring areas, and 
docks at boat ramp and marina, and other park site amenities and initiate work requests and take 
corrective action to keep patrons safe if deficiencies are identified. 
 
Assist with purchasing, maintaining and preventative maintenance tools, equipment, cleaning supplies, 
and other applicable supplies and inventory, to ensure they are kept in good condition and the assigned 
park is properly maintained at all times. 
 
Discuss park maintenance and operational issues with supervisor on a daily basis to ensure effective and 
efficient park operations. 
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Drive personal vehicle to department administrative office or other locations to deliver or pick up payroll 
and other documents or supplies or to attend special meetings or training as required. 
 
Assist with investigating accidents, incidents, and vandalism reports to determine cause and recommend 
preventive measures; enforce safety practices to promote accident free operation of parks, and 
equipment by staff and guests. 
 
Collect payments received over the counter (points-of-sale), operate cash register, touch-screens, or 
other transaction recording devices; account for all monies issued and collected; record receipt of 
payments; balance cash on hand against receipts issued daily; detect and correct problems with revenue; 
prepare deposits; and balance daily revenue reports. 
 
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 
Effectively assume responsibility for the overall supervision of assigned park, or Park Services zone,  at 
all times during the absence of the Park Supervisor; promptly and accurately report park rule infractions 
to supervisor; effectively communicate with the public and other City employees; courteously and skillfully 
instruct patrons and park employees regarding park policies and procedures; effectively assist in 
supervision of subordinate park employees and volunteers to ensure the successful performance of 
assigned job tasks; skillfully assist with training Park Services employees on the safe use of park 
maintenance tools and equipment; safely use equipment in performing job duties; accurately plan for and 
issue appropriate maintenance equipment to park staff based on job tasks to be performed; courteously 
direct patrons to proper locations; always maintain an effective working relationship with supervisors to 
ensure effective coordination of park operations; performance appraisals of subordinate park staff are 
always thorough and well documented; accident/incident reports always accurate and complete and are 
submitted to supervisor for review in a timely manner; effectively assist in supervision of  the collection, 
deposit and reporting of all fee revenue; courteously and intelligently assist park patrons in the safe use of 
recreation equipment available for check out; and skillfully perform periodic maintenance on park 
maintenance tools and equipment as required. 
 
Minimum Qualifications 
Graduation from an accredited high school or possession of GED certificate and one (1) year experience, 
six (6) months of which must have been in a supervisory capacity, in fields providing the required 
knowledge, skills and abilities and associated with such positions as park caretaker supervisor, 
groundskeeper supervisor, golf course supervisor, or park ranger; or any equivalent combination of 
experience and training which provides the required knowledge, skills and abilities. 
 
Must have a current and valid driver’s license. 
 
Special Requirements 
Must be available to work evenings, weekends, holidays, and overtime when required to meet operational 

needs. 

 
May require a Commercial Driver’s License. 

 

This position may require that incumbents wear and maintain appropriate personal protective equipment 
such as, but not limited to, steel toed shoes, safety glasses, gloves, or other designated safety attire and 
equipment in designated areas of risk.  Specific requirements will be determined and communicated by 
the employee’s supervisor based on position assigned. 
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This is a safety sensitive position and is subject to mandatory drug testing.  Positive drug test results may 

result in counseling and/or discipline, up to and including, termination. 

Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1.  Knowledge of City and departmental policies and procedures.  
2. Knowledge of current safety practices in the use of park maintenance hand tools and grass 

cutting equipment. 
3. Knowledge of ground maintenance material, practices and equipment. 
4. Knowledge of security procedures as related to park regulations and policies. 
5. Knowledge of municipal accounting procedures. 
6. Knowledge of leadership techniques and practices. 
7. Knowledge of teamwork practices and theory.  
8. Knowledge of problem solving and negotiating techniques. 

B. Skills 
1. Skill in the operation of basic hand tools, chain saws, and grass cutting equipment. 
2. Skill in handling trucks pulling trailers. 
3. Skill in the planning and supervision of work assignments performed by subordinate staff. 
4. Skill in the planning, preparation, and maintenance of accurate reports and records including 

weekly work schedules and bi-monthly payroll reports. 
5. Skill in the training of subordinate staff and the evaluation of their work productivity and 

performance in a wide variety of park maintenance tasks. 
6. Skill in working with people of different ages and cultures. 

C. Abilities 
1. Ability to accept increased responsibility and plan accordingly. 
2. Ability to assess and diffuse problems and find a solution to potentially hazardous situations. 
3. Ability to communicate effectively both orally and in writing. 
4. Ability to determine common maintenance and repair needs of park facilities and be able to 

demonstrate operation of mowing and maintenance equipment to subordinates. 
5. Ability to follow both oral and written instructions and accurately communicate these to 

subordinate park staff. 
6. Ability to independently lift or move objects or participants weighing up to 50 pounds on a 

regular basis may be required; ability to lift or move, with assistance, objects or participants 
weighing more than 50 pounds may be required occasionally. 

7. Ability to meet and deal tactfully and effectively with the general public.  
8. Ability to perform basic mathematical computations. 
9. Ability to act with tact and diplomacy. 
10. Ability to anticipate needs of the department and plan accordingly. 
11. Ability to perform duties requiring mechanical aptitude and manual dexterity. 
12. Ability to adapt to a constantly changing set of priorities and environment. 
13. Ability to work overtime, weekends and holidays as needed. 
14. Ability to perform tasks requiring incumbent to sit or stand for extended periods of time 

throughout the workday. 
15. Ability to perform tasks requiring incumbent to reach for items lower than, at, or above 

shoulder level. 
16. Ability to perform tasks requiring incumbent to regularly climb stairs. 
17. Ability to perform tasks requiring maintaining of balance, stooping, kneeling/squatting, and/or 

bending. 
18. Ability to perform tasks requiring repetitive twisting of hands, legs, neck, and/or waist. 
19. Ability to detect odors in the event of fire, gas leak, or sewage problem; react and apply 

appropriate safety measures and promptly contact appropriate authority to resolve problem. 
20. Ability to work outdoors as necessary with occasional exposure to inclement weather, 
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extreme heat conditions at or above 90 degrees and/or extreme cold conditions below 30 
degrees. 

21. Ability to work in environments that are extremely damp and/or dry. 
22. Ability to perform tasks requiring exposure to intermittent noise levels of 85 decibels or 

greater. 
23. Ability to perform tasks requiring exposure to dust and/or dirt. 
24. Ability to perform tasks requiring exposure to vibrations. 
25. Ability to perform tasks requiring exposure to gasoline or diesel fuel. 
26. Ability to perform tasks requiring exposure to cleaning chemicals, sanitizers, detergents, etc. 
27. Ability to hear at a conversational level. 
28. Ability to detect objects in peripheral view. 
29. Ability to perform tasks that require incumbent to wear protective gear. (eye protection, 

hearing protection, gloves, etc.) 
30. Ability to operate a motor vehicle. 
31. Ability to operate machinery with moving parts. 
32. Ability to remember procedures or steps and recall them to carry out routine tasks. 
 

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. 

 


