
 

 
Programming and Operations Administrator  
# 02742 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  19 
 
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 
Direct a large, comprehensive division encompassing multiple budget units and diverse, off-site park and 
recreational facilities. Responsible for the development and implementation of year-round, diversified park 
and recreation programs and services for all ages, groups and levels of interest throughout the City; and 
collaborate with other City of Virginia Beach departments, agencies, Civic Associations, not for profit 
organizations, constituents, groups and Virginia Beach City Public Schools to ensure a systems approach 
in meeting the needs of the citizens. 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 
Direct management staff in the coordination of diverse programs and facilities by ensuring efficient and 
effective application of resources to provide quality recreational activities and venues to all citizens. 
 
Initiate and direct short and long range strategic planning for a comprehensive citywide municipal park 
and recreation system. 
 
Forecast and administer both short and long range goals and objectives for the division operating budget 
and for all division capital improvement projects (CIP). 
 
Assist with sales and marketing plans for programs and recreational services. 
 
Review and approve hiring and employment procedures to ensure positions are staffed by qualified 
individuals in accordance with City policies and established guidelines. 
 
Create an environment of learning and cross training to ensure staff development. 
 
Data analysis and interpretation along with report generation.  Ensure that all reports, records and 
information requested are timely, informative, up-to-date and available when requested by higher 
authorities, elected officials and the general public. 
 
Ensure management and professional staff apply policies and procedures fairly and equitably and that 
they resolve differences in a professional and thorough manner. 
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Maintain effective working relationships within the Parks & Recreation Department and with other 
departments, agencies and outside groups to ensure maximum usage of facilities and awareness of 
programs. 
 
Ensure availability and use of tools by which to evaluate and service the needs and requests of all 
citizens. 
 
Review for appropriate action and signature divisional personnel transactions, purchases, expenditures, 
disciplinary actions, overtime, budget requests and fees and charges. 
 
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 
Direct management staff with confidence and creativity; forecast long and short-range planning issues by 
involving stakeholders and creating a living plan that meets the needs of citizens; review hiring and 
employment procedures and provide input; develop, interpret and ensure policies and procedures are 
administered by management and professional staff in a fair and equitable manner; consistently maintain 
effective working relationships with other departments, agencies, constituents, and outside groups; 
accurately review and sign all division  transactions and reports; respond to requests for information in an 
accurate and timely manner; and actively participate on the departmental Executive Management Team 
in dealing with policy and strategic planning issues. 
 
Minimum Qualifications 
Any combination of education and/or experience equivalent to eleven (11) years in fields utilizing the 
required knowledge, skills, and abilities, and in areas such as recreation administration, parks 
administration, business administration, or public administration.  
 
Must have a current and valid driver’s license. 
 
Preferred Qualifications 
Master’s degree in parks/recreation, public/business administration, or related field and CPRP or CPRE. 
 
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. 
 
Positions within this class have been designated as Alpha I positions requiring employees to work during 
inclement weather, regardless of the City’s operational status. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of budgeting principles and the administration, organization and function of 
municipal government. 

2. Knowledge of the contemporary philosophies, theories, practices and techniques of parks 
and recreation management and public administration. 

3. Knowledge of the department’s mission and strategic goals and objectives and the role and 
functions of each City department. 
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4. Knowledge of the visions, goals, mission, and values of the Virginia Beach Quality Service 
System. 

5. Knowledge of marketing and sales strategies, including public communication methods. 
6. Knowledge of current Parks and Recreation trends and technology. 

B. Skills 
1. Skill in conducting recreational community needs assessments and recreational program 

evaluations. 
2. Skill in conveying clear and concise communication both orally and in writing to elected 

officials, higher authorities, special interest groups, citizens, employees, large groups, the 
news media, and other agencies. 

3. Skill in coordinating the preparation and administration of written contracts and service 
agreements between the department and outside individuals and organizations. 

4. Skill in developing and maintaining collaborative efforts to ensure maximum efficiency and 
effectiveness. 

5. Skill in gathering and utilizing input from staff, citizens, and all other stakeholders. 
6. Skill in recognizing existing as well as potential problems regarding department program and 

facility operations and determining appropriate solutions. 
7. Skill in the application of contemporary leadership, problem solving, and intervention 

techniques. 
8. Skill in the application of contemporary organizational management techniques including 

short and long range strategic planning and the evaluation of recreation programs and 
recreation facility operations in order to identify problem areas and initiate appropriate 
corrective action. 

9. Skill in the application of contemporary personnel management principles and strategies and 
the effective supervision of recreation staff that facilitates a cooperative teamwork 
environment. 

10. Skill in the development and implementation of contemporary recreational programs to satisfy 
the recreational needs of the community, and utilizing all available resources. 

11. Skill in the preparation of annual fiscal year revenue and expenditure operating budgets and 
the effective administration of all budget accounts. 

12. Skill in the preparation of written financial, statistical, or other reports. 
13. Skill in the use of current trend analysis techniques in the evaluation and estimation of 

program and facility operating budget revenues and expenditures 
14. Skill in the use of current trend analysis techniques in the evaluation of empirical community 

survey data. 
15. Skill in utilizing the news media for creating and maintaining a positive public image. 
16. Skill in leading, motivating, and training of employees. 
17. Skill in operating office equipment including a computer, smart phone, tablet, calculator, and 

copier. 
18. Skill in the effective application of established municipal accounting principles and 

procedures in the development and administration of a department annual operating budget 
and capital improvement budget. 

C. Abilities 
1. Ability to consistently devise alternatives and innovative solutions to agency problems. 
2. Ability to delegate responsibility and instill cooperation among members. 
3. Ability to effectively interpret broad policy directives and to interact effectively with other 

members of the department’s executive team. 
4. Ability to establish and implement policies, procedures and practices to serve the leisure 

recreational needs of the community. 
5. Ability to manage a high volume of administrative actions on an ongoing basis. 
6. Ability to organize and prioritize work and shift priorities in accordance with citizen and 
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agency needs. 
7. Ability to think and operate on a system-wide level. 
8. Ability to use microcomputer and Microsoft Office Suite software. 
9. Ability to work independently or as a member of a project committee as required. 
10. Ability to work effectively with people of varying socio-economic and cultural backgrounds. 

 
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. 

 

 


