
 

 
Permit Services Coordinator #02429 
City of Virginia Beach – Job Description 
Date of Last Revision: 01-27-2023 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  10 
 
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 
Support and assist in the administration of the Uniform Statewide Building Code (USBC); coordinate the 
development review and construction processes of various state and City departments, divisions, and 
bureaus in the activities involved in the enforcement of the USBC as well as other applicable laws, 
regulations, and ordinances; oversee mainframe computer and microcomputer applications; manage 
large and complex projects as divisional contact for internal and external customers; supervise 
administrative staff; report to and provide support to the division manager for administrative and 
operational matters; and may perform as divisional manager in the manager’s absence, entailing a 
considerable amount of complex and independent actions and decisions. 
 
Representative Work Functions and Responsibilities 
Enforce the USBC to ensure compliance with applicable code provisions as well as consistent permit and 
inspection practices. 
 
Coordinate and provide guidance to office and inspections staff regarding permit issuance and inspection 
policies and procedures. 

 
Coordinate projects with several interdepartmental agencies for process improvement. 

 
Provide technical responses to citizen inquiries concerning specific projects to ensure timely but 
compliant completion; deliver presentations to various organizations regarding permits and inspections; 
and develop informational brochures as it pertains to building, plumbing, electrical and mechanical 
permits and inspections codes, polices and procedures. 

 
Conduct research and prepare correspondence and special reports for the director and division head. 

 
Communicate verbally and in writing with other departments, architects, engineers, builders and the 
public to provide interpretation and clarification of building related issues. 

 
Research, investigate and grant modifications as it pertains to permits and inspections policies and 
procedures. 

 
Perform supervisory functions such as interviewing, hiring office staff, disciplinary actions  and conducting 
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performance appraisals. 

 
Coordinate and provide administrative support in the use of mainframe and microcomputer systems; test 
and implement mainframe and microcomputer programs in relation to current service demands; 
coordinate with Information Technology in developing programming capabilities and problem solving; and 
provide training to staff and to customers in the use and application of the mainframe computer system. 
 
Administer and monitor the annual budget including: preparation, purchasing, analysis, authorization, 
evaluation, and audit to ensure proper financial standards are maintained. 
 
Assist the Permits and Inspections Administrator and the Building Inspections Coordinator by assuming 
specific job responsibilities, such as granting appropriate code modifications, responding to inquiries from 
the Director, granting leave, or handling immediate personnel issues.  
 
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 
Successfully manage all associated work to achieve project completions of high quality and cost 
effectiveness while operating within fixed timeframes; achieve objectives within state, federal, and local 
standards; solve citizen problems in a courteous and timely manner; convey written and verbal 
information clearly and accurately; complete special projects in a timely manner; maintain professional 
and technical competence through publications and seminars; provide for proper training of staff; 
accurately issue permits, schedules and releases in accordance with established policies and 
procedures; effectively reconcile differences that may occur between contractor, homeowners, inspectors 
and office staff; adhere to City’s procedures relating to personnel actions; conduct performance 
appraisals; coordinate the operation of the mainframe and microcomputer systems in an efficient manner; 
and coordinate the accurate and timely preparation of the budget. 
 
Minimum Qualifications 
Requires any combination of education (above high school or GED) and/or experience equal to seven (7) 
years, three (3) of which have been in a supervisory capacity, in fields utilizing the required knowledge, 
skills and abilities and associated with such positions as an inspector supervisor (ICC and Virginia 
certifications required), plans review specialist (ICC and Virginia certifications required), building 
construction superintendent, engineer (PE preferred), or architect (AIA preferred). Must obtain DHCD 
Permit Technician certification within 18 months of hire or meet the certification exception requirement per 
the Virginia Construction Code 
 
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 and practices of building, electrical, mechanical and               
plumbing code enforcement. 

2. Knowledge of state and local ordinances as they relate to construction and various design 
standards including site plan review, zoning, erosion control and flood plain ordinances as 
well as detailed knowledge of associated city policies and procedures.  

3. Knowledge of City personnel procedures. 



Permit Services Coordinator #02429 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 

Page 3 of 3 
 

4. Knowledge of theories, concepts, principles and techniques of automated information 
systems, systems analysis, programming and management. 

5. Knowledge of data processing. 
6. Knowledge of statistical analysis and techniques. 
7. Knowledge of administrative and supervision techniques. 
8. Knowledge of municipal administrative principals and practices. 

B. Skills 
1. Skill in reading and interpreting commercial and residential building, electrical,               

mechanical and plumbing plans as well as site 
2. Skill in coordinating and directing the work of varied personnel. 
3. Skill in researching complex information systems. 
4. Skill in researching and initiating new programs and applications to meet current permit and 

inspection demands. 
5. Skill in training of others in the use of various applications and computer systems. 
6. Skill in budgeting preparation, techniques and long range needs. 
7. Skill in statistical techniques and applications. 
8. Skill in public relations and communication, especially dealing with professional and technical 

personnel to resolve and/or negotiate disputes or construction problems on city and private 
projects. 

9. Skill in effectively dealing with the public to resolve disputes or requests involving city or 
private development projects from individuals or special interest groups in a tactful but firm 
manner. 

C. Abilities 
1. Ability to plan, direct and coordinate permits and inspections. 
2. Ability to provide supervision to professional, technical, and clerical assistants in areas such 

as technical direction, policy and procedure directives and dissemination, review of work 
quality, coordination with other support groups to maintain an efficient level of operation, 
assigning work loads for staff and maintaining schedules. 

3. Ability to conduct investigations and recommend solutions to complex problems such as 
citizen complaints on City and private construction projects, environmental permitting 
requirements, etc. 

4. Ability to communicate effectively both orally and in writing. 
5. Ability to handle stress and adversarial relationships encountered in code enforcement work. 
6. Ability to maintain effective working relationships with other City departments.  
7. Ability to interpret and analyze technical and statistical information and reports. 
8. Ability to make decisions and judgments based on codes and available information. 

 
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. 

 


