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Date of Last Revision: 11-04-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
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 
Supervise pretrial defendants and probation offenders; develop community service sites; and maintain 
case files and provide court reports as required by the Department of Criminal Justice Service (DCJS) 
and Department of Human Services (DHS). 
 
Representative Work Functions and Responsibilities 
Screen, interview, and investigate pretrial defendants; complete pretrial risk assessments; and conduct 
court ordered substance abuse screenings. 
  
Supervise referred defendants and offenders in accordance with DCJS and DHS, and the conditions of 
supervision; ensure defendant and offender compliance with all orders of the court; and supervise 
defendants and offenders placed on home incarceration with or without home electronic monitoring as a 
condition of probation or pretrial supervision. 
 
Conduct criminal history/background check and on-going checks via NCIC/VCIN and Supreme Court 
computers. 
 
Maintain records and reports as required by the DCJS and DHS. 
  
Facilitate placement of offenders in education and/or treatment programs. 
 
Assist the Court, City, and Commonwealth Attorney as needed. 
  
Seek capiases from a judicial officer in the event the defendant presents a risk of flight or a risk to public 
safety; and seek a motion to show cause for cases requiring a subsequent hearing before the court. 
 
Develop community service sites and monitor offenders who are placed at suitable locations for 
completing court-mandated service. 
 
Appear and testify in court. 
  
Develop treatment resources; and develop treatment resources for individual cases, based on needs. 
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Complete termination reports on each ending case to notify the court of the status and accomplishments 
or violations; and testify in court on unsuccessful terminations at the court's request. 
 
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 
Ensure defendant and offender compliance with all orders of the court; ensure compliance with state 
(DCJS) and local (DHS) standards; and enter and maintain case file information in case management 
system (PTCC). 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to four 
(4) years in fields utilizing the required knowledge, skills, and abilities, such as sociology, probation, 
counseling, or corrections. 
 
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. 
 
VCIN Certified. 
 
PTCC trained. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of the criminal justice system. 
2. Knowledge of case investigation and/supervision. 
3. Knowledge of community resource development. 
4. Knowledge of mental health and substance abuse treatment. 

B. Skills 
1. Skill in the clear and concise communication of information concerning referrals and 

defendants and offenders. 
2. Skill in the effective management of difficult or unmotivated clientele. 
3. Skill in interviewing. 

C. Abilities 
1. Ability to establish and maintain effective working relationships with criminal justice 

professionals and community service supervisors. 
2. Ability to effectively supervise individuals in a positive manner. 
3. Ability to effectively communicate the factual details of a case in open court. 
4. Ability to effectively manage time so that all offenders are adequately supervised and court 

deadlines are met. 
5. Ability to handle individuals in crisis. 

 
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. 
 

 

 


