
 

 
Planner/Estimator II – Building Maintenance #01484 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-04-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  23 
 
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 
Plans, estimates, and schedules City resources to address facility-related maintenance, repair, and 
capital improvements within the Virginia Beach Judicial Center buildingss.  Coordinates the execution of 
facilities related work and communicates regularly with building tenants regarding the status of facilities 
issues. 
 
Representative Work Functions and Responsibilities 
Serves as the client focal point for facilities management, building maintenance, facilities design and 
construction, and energy-related services conducted within the Virginia Beach Judicial Center buildings.   
 
Utilizes computerized asset management and maintenance management systems to review, update, and 
maintain service requests and develop work orders. 
 
Communicates on a regular basis with the leadership and staff members requesting services to provide 
project scope, scheduling and status  of building  facilities work orders performed by Building Maintence 
staff, Facilities Management staff, Facilities Design and Construction staff, or contracted companies.   
 
Analyzes complex facilities maintenance, repair, and construction issues to determine feasibility and 
technical solution, scope of work, priority and resource requirements for maintenance and construction 
issues including building access systems, HVAC systems, fire alarm systems, security alarm systems, 
elevators, escalators, interior paint, carpet replacement, restroom renovations, plumbing repairs, and 
other typical large facility maintenance, repair, and construction issues. 
 
Conducts site investigations and makes follow-up contact with requesting individuals.   
Coordinates with the Facilities Management leadership to plan and schedule completion of maintenance 
and construction activities.  Prepares detailed construction cost estimates for various facility design, 
maintenance and construction projects and prepares initial work orders. 
 
Coordinates maintenance and construction activities of contracted work and processes records and 
financial data associated with construction, repair, or renovation of Judiciail Center Buildings.  
  
Communicates with the department and city leadership regarding issues related to the Judicial Center  
building facilities management.    
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Performs 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 determines feasible and cost effective technical solutions to requests for service; adequately 
defines scope, schedule and resource requirements for accomplishing work; accurately utilizes 
computerized asset management and maintenance management systems; consistently coordinates with 
immediate supervisor and field superintendents to ensure appropriateness of scope and schedule; 
promptly and courteously communicates with individuals or groups requesting service to ensure needs 
are addressed in a timely and professional manner. 
 
Minimum Qualifications 
Requires any combination of education (above the high school or GED level) and/or experience and 
training equivalent to eight (8) years in fields providing the required knowledge, skills, and abilities, and 
associated with such positions as Operations Maintenance Supervisor or Assistant Superintendent. 
 
Requires a valid driver’s license.  
 
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. Extensive knowledge of building access systems, HVAC systems, fire alarm systems, 
security alarm systems, elevators, escalators, interior paint, carpet replacement, restroom 
renovations, plumbing repairs, and other typical large facility maintenance, repair, and 
construction issues. 

2. Extensive knowledge of appropriate city state and federal construction related practices, 
procedures and requirements. 

3.   Knowledge of the common practices, tools, terminology and safety precautions of a 
construction or maintenance trade 

4. Knowledge of the use and characteristics of common building materials 
5. Knowledge of work order placement, reception, and control procedures 
6.   Knowledge of city and departmental policies and procedures. 
7. Knowledge of appropriate city, state and federal safety practices, procedures and regulations. 
8. Knowledge of microcomputers. 

B. Skills 
1. Comprehensive skills in effectively dealing with elected and appointed public officials and 

their staff members to resolve the most sensitive disputes or requests for service. 
2. Comprehensive skills in communicating effectively, both written and orally.  
3. Comprehensive skills in reviewing requests for facilities maintenance, repair, and 

construction services, developing feasible and cost-effective solutions, estimating and 
scheduling work orders, coordinating the execution of maintenance and repair work, and 
inspecting completed work 

4. Proficient in the use of computers and job-related software 
C. Abilities 

1. Ability to plan, organize and successfully track the completion of multiple, unrelated, 
simultaneous projects 

2. Ability to analyze complex facilities maintenance, repair, and construction issues to determine 
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technically sound, feasible, and cost-effective solutions in work categories including building 
access systems, HVAC systems, fire alarm systems, security alarm systems, elevators, 
escalators, interior paint, carpet replacement, restroom renovations, plumbing repairs, and 
other typical large facility maintenance, repair, and construction issues. 

3. Ability to establish and maintain effective working relationships with associates 
4. Ability to communicate technically and effectively with bureau superintendents and 

supervisors, other city agencies and representatives of business, citizens and special interest 
groups within the community. 

5. Ability to effectively utilize the computerized asset management and maintenance 
management systems to review, update, and maintain service requests and develop work 
orders. 

6. Ability to physically conduct inspections which may require: pulling, lifting, or carrying 
equipment; opening and closing access covers for underground structures; and standing, 
walking, bending, crawling, and/or climbing over uneven or unfinished surfaces including 
above and below ground structures with limited accessibility. 
 

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. 
 
 


