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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 
Responsible for the procurement of complex equipment and services by solicitation of formal sealed bids, 
and evaluation of bids and awarding of contracts to the lowest responsive and responsible bidder. 
 
Representative Work Functions and Responsibilities 
Develop highly technical and complex specifications used for bid solicitations and competitive 
negotiations; conduct pre-bid conferences with prospective bidders and prepare written addenda as 
required; evaluate bids, proposals and awards contracts to the lowest responsive and responsible bidder; 
conduct competitive negotiation sessions and awards contract to the most qualified offeror; and interview 
prospective bidders and offerors to update bidders list and technical knowledge. 
 
Give guidance and assistance to junior buyer and clerical staff as needed; and supervise clerical 
assistant and assist clerical supervisor in the performance appraisal of clerical assistant by monitoring 
and documenting performance. 
 
Provide staff support function to using agencies regarding suggestions, acceptability, and/or legality 
related to the procurement process. 
 
Act as liaison between city and prospective bidders and vendors; and write reports, letters and 
procedures as necessary. 
 
Assure procurement complies with federal, state and local procurement policies and procedures, state 
and federal antitrust laws, and good business practices; and assure that the integrity of the procurement 
is upheld. 
 
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. 
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Performance Standards 
Expeditiously conduct and coordinate complex and highly technical  research, analysis, development and 
summarization of purchase requests;  accurately and diplomatically communicate both orally and in 
writing  with vendors, co-workers and other city personnel; accurately document  vendor information into 
clear and concise reports; and accurately update vendor listing and performance files as conditions 
change. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
seven (6) years in fields utilizing the required knowledge, skills, and abilities such as municipal 
government purchasing. 
 
Preferred Qualifications 
NIGP Certified Public Professional Buyer (CPPB) 
 
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 city and state procurement laws, rules and regulations. 
2. Knowledge of business practices. 
3. Knowledge of contract law and the Uniform Commercial Code. 
4. Knowledge of products and product availability. 
5. Knowledge of automated information computer technologies. 

B. Skills 
1. Skill in time management. 
2. Skill in written communication including ability to draft detailed specifications, contracts, 

reports, and letters. 
3. Skill in operating a computer and using City standard software. 
4. Skill in contract negotiation 
5. Skill in drafting Request for Proposal and Bid (RFP&B) solicitations, contracts and selected 

documents. 
6. Skill in analyzing, selecting and implementing proper procurement decisions/actions. 

C. Abilities 
1. Ability to communicate effectively with purchasing, city departments and sales 

representatives. 
2. Ability to conduct effective meetings. 
3. Ability to apply broad computer technology knowledge to improve efficiency and effectiveness 

of the job functions. 
4. Ability to apply procurement laws, policies in abstract situations. 
5. Ability to establish effective working relationships with internal and external customers. 
6. Ability to work effectively with minimal supervision. 

 
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. 

 


