
 

 
Police Support Division Manager #02599 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-28-2022 

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 
Lead the support operations of the Police Department, including oversight of Logistical Support, False 
Alarm Reduction, Red Light Cameras, Property and Evidence, Uniform and Supply, Planning & Analysis, 
Records, Accounting and Payroll units.  Direct and coordinate the department’s budget/financial 
operations; handle complex funding issues with multiple funding sources (federal, state, local, grant); 
work with  dynamic intergovernmental mandates.  Perform short and long range strategic planning, goals 
and objectives for the division and represent the Police Chief in varous capacities. 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 
Define and establish the strategic plan, goals and objectives of the division in conjunction with the overall 
values and goals of the City and Police Department; and continually work with department administration 
to review the strategic needs of the department and the community. 
 
Plan and allocate resources necessary for the accomplishment of goals and objectives. 

 
Coordinate policy development to manage financial, personnel, risk management and administrative 
policies and procedures for both the department and the division.   
 
Serve in the lead role developing the annual departmenta budget by interpreting and analyzing complex 
data and funding sources; assist with the budget presentation to the City Manager, City Council and 
budget committee; continually monitor budget execution and revenue projections, making appropriate 
requests for budget adjustments to ensure the continuation of services; and develop budget/funding 
reports as needed.    

 
Coordinate the implementation of programs and projects and evaluate their impact to determine overall 
effectiveness. 
 
Ensure the coordination of activities with those of other commands within the department. 

 
Ensure the maintenance of  evidence, criminal records, and related information under conditions required 
by law and which support the needs of  the officers and courts. 
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Provide oversight for members assigned to ensuring the appropriate payment of department staff;  review 
departmental payroll practices, including those related to use of leave, overtime and compensatory time. 

 
Ensure planning and coordination of the department’s automated systems, including serving as the 
department representative for the City’s Public Safety Steering Committee. 
 
Meet the  technical and operational standards set forth by the City. 
 
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 
Exercise adequate and sufficient financial management and budget practices in compliance with city, 
state and federal guidelines; provide comprehensive direction on policy development and admnistrative 
support functions; provide adequate coordination of strategic planning functions and provide critical input 
in program development functions; maintain effective rapport with city, state and federal officials on 
program issues and grant management; ably direct management information system support; effectively 
represent the Police Chief; provide adequate leadership to ensure that federal, state and city policies and 
procedures are applied accurately and consistently; adequately supervise internal operations, work flow 
and staff resources; effectively work with teams and City personnel to devise programs and operations to 
meet department and City needs; continually review practices ensuring conformance with the City’s 
values and strategy; routinely assess training needs and develop/provide necessary training for division 
staff; ensure that division operations conform to legal requirements and applicable policies and 
procedures; and provide effective and timely communications on pertinent issues as needed. 
 
Minimum Qualifications 
Requires any combination of higher-level education and/or experience equivalent to (11) years in fields 
utilizing the required knowledge, skills, and abilities such as business/public administration, budget and 
finance administration or management/program analysis. 
 
Preferred Qualifications 
Master’s Degree in Public Administration or related field; experience providing oversight to multiple 
work units as a mid-level manager.  

 
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 organization, function, and administration of municipal governments, 
particularly large municipal law enforcement departments. 

2. Knowledge of personnel management and budget administration. 
3. Knowledge of applicable laws related to records retention, handling of criminal evidence, and 

the release of information (FOIA). 
4.   Knowledge of multiple (federal, state and city) finance, funding and budgeting processes and 

procedures; and auditing principles and procedures. 
5.   Knowledge of research, development, implementation and evauation of department 
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programs, operations and services 
6.   Knowledge of related local, state and federal agencies and their interface with department 

programs 
7.   Knowledge of modern principles and practices of research, evaluation and statistical analysis 
8.   Knowledge of modern personnel practices and procedures and federal, state or city codes or 

ordinances relative to personnel administration 
9.   Knowledge of office and operational automation and changing computer technology 

B. Skills 
1. Skill in fiscal management, budgeting, and planning; working with multiple fund sources 
2. Skill in statistical analysis and research and evaluation 
3. Skill in human resource management and supervision 
4. Skill in the interpretation and application of laws, policies and procedures 
5. Skill in effective oral and written communication, including technical information and policies. 
6. Skill in forecasting and long-range planning. 
7. Skill in providing leadership and in promoting initiative and resourcefulness within the 

immediate work environment and on citywide teams. 
8. Skill in recognizing problems and initiating corrective action. 
9. Skill in making concise presentations on complex program and operational issues 

C. Abilities 
1. Ability to establish relevant goals and objectives. 
2. Ability to develop methods for measurement of programs for adherence to defined goals and 

objectives. 
3. Ability to plan and make decisions in the short and long range context entailing public sector 

impacts 
4. Ability to establish and maintain effective working relationships with federal, state and city 

officials, employees and other city and state departments. 
5. Ability to evaluate, plan, organize and direct the work of others 
6. Ability to work on teams or work groups as a leader or member. 
7. Ability to articulate complex issues effectively both orally and in writing . 
 

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. 
 

 


