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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 
Administer the City Payroll, Health Insurance Programs, Deferred Compensation Plan, and the 
Supplementary Retirement Plan. 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 
Develop procedures for processing automated payrolls to insure detection of mathematical errors and 
compliance with the Internal Revenue Code, established city ordinances, court orders, and generally 
accepted accounting procedures; and develop audit procedures to insure that each employee receives an 
accurate paycheck each payday. 
 
Insure compliance with all federal, state, and local regulations relative to the issuance of welfare checks 
to reduce the incidence of welfare fraud. 
 
Develop and maintain procedures for posting control sheets and making accurate deposits of 
withholdings from employees’ pay to prevent assessment of penalties by federal and state agencies for 
late or inaccurate remittances. 
 
Assist city agencies in developing procedures to insure adequate documentation of payroll exception. 
 
Assist employees in making changes in their health insurance plan coverage, Deferred Compensation 
Plan Participation, and Retirement Planning. 

 
Serve on the Deferred Compensation Board and the City's Group Health Insurance Committee. 

 
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 
Accurately interpret impact on the city of changes in the Internal Revenue Code (IRC); avoid assessment 
of monetary penalties on the city by compliance to the IRC and State Tax Code; file all legally required 
reports accurately and timely to avoid monetary penalties; maintain an effective working relationship with 
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all city agencies to insure compliance with payroll procedures; issue accurate paychecks on time to 
maintain employee morale; educate city employees to effectively maximize their retirement benefits; and 
insure maintenance of payroll records that are accurate and document an audit trail of the payroll system. 
 
Minimum Qualifications 
Bachelor’s degree finance, accounting, or related and seven (7) years of experience utilizing the 
knowledge, skills, and abilities associated with such positions as accounting manager or controller OR 
combination of education (above high school level) and/or experience equivalent to eleven (11) years in 
fields utilizing the knowledge, skills, and abilities associated with this position.  
 
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 principles of payroll administration. 
2. Knowledge of the payroll mechanism including payroll vouchers, time cards, data processing 

system, subsidiary accounting ledgers. 
3. Knowledge of the Internal Revenue Code and the Code of Virginia and the City Code as they 

relate to payrolls. 
4. Knowledge of the Fair Labor Standards Act (FLSA) as it relates to payroll processing. 
5. Knowledge of municipal budgeting and calculation of fringe benefit costs associated with 

payrolls.  
6. Knowledge of municipal accounting. 

B. Skills 
1. Skill in identifying, measuring, analyzing and developing programs to respond to change in 

federal, state and local legislation that impact on payroll processing. 
2. Skill in designing input documents to capture and accurately record payroll exceptions. 
3. Skill in communicating information about payroll processing requirements to all levels of city 

government, retirement industry personnel, and state and federal agencies. 
4. Skill in performing statistical analysis of payroll/benefit costs, preparing required reports, 

preparing operating budget. 
5. Skill in developing programs to respond to the unique needs of health insurance carriers, 

pension plan advisors, investment institutions, and state agencies. 
C. Abilities 

1. Ability to read and understand Internal Revenue Code, City and State Codes, financial 
documents, and other technical data and reports related to the management of the city's 
payroll functions. 

2. Ability to effectively communicate in writing and orally with all levels of city government as 
well as with pension industry personnel, attorneys, employees, Internal Revenue Service 
personnel, State Department of Taxation personnel, and other federal and state government 
officials. 

3. Ability to manage people. 
4. Ability to understand and perform statistical analysis of various data. 
 

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. 
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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. 
 

 


