
 

 
Public Records Coordinator #02301 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-04-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  9 
 
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 
As mandated by the Code of Virginia, the Code of the City of Virginia Beach, and the Virginia Public 
Records Act, manage the records management program including oversight of the City’s records center 
and off-site commercial storage contract; coordinate records functions within City departments, schools 
and the courts; and conduct training. 
 
Representative Work Functions and Responsibilities 
Coordinate the City’s records management program. 
 
Serve as the City’s liaison with the Library of Virginia.  

 
Enforce the City of Virginia Beach Records Management Administrative Directive. 
 
Manage three off-site storage facilities and an external storage contract. 
 
Revise, as needed, the records management policy and procedure manual and prepare other records-
related materials necessary to promote records services. 

 
Keep monthly records and prepare required statistical reports. 

 
Promote and develop the Records Management program through presentations to City officials and staff 
members. 

  
Prepare operating budget; and oversee and track all expenditures. 

  
Handle and respond to citizen inquiries and complaints. 
  
Maintain effective working relationship with City officials, City, school and court employees, news media 
and the general public. 
  
Supervise records management staff, including contract manpower, involved in records storage and 
retrieval processes for continuity of service; plan and assign work tasks; train new employees as required; 
evaluate employees through annual performance appraisals; prepare and maintain records of all 
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personnel actions; conduct interviews and recommend hiring, transfer, promotion and termination of 
employees; approve/disapprove leave requests to maintain maximum productivity; and maintain leave 
records. 
 
Maintain procurement records to reflect purchase requisitions and purchase orders; approve requisitions 
for all purchases. 
 
Oversee management of contracts for related services. 
 
Plan and schedule records inventories of records in City departments, schools and courts. 
 
Plan and schedule training sessions for City, school and court employees in proper records procedures, 
techniques and mandated state regulations. 
  
Serve as administrator of the inventory control software providing access rights and system 
configurations. 
 
Conduct records system studies. 
 
Review recommended records retention and disposition schedules. 
 
Review all records disposition requests for approval/disapproval. 
  
Publish and distribute monthly electronic newsletter. 
 
Participate on departmental, City-wide teams and strategic initiatives. 
 
Manage the Records Management presence on the City’s Intranet. 
 
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 
Provide effective service for customers through professional assistance; provide quality training on 
records management practices for City, school and courts staff members; maintain accurate records and 
prepare reports; deal effectively and diplomatically with City officials, outside contractors, news media and 
the general public; pursue the program’s mission by investing in resources and participating in strategic 
and operational planning activities; use appropriate oral and written communication skills; exercise 
independent judgment skills and advanced problem solving; build relationships and partnerships with all 
internal and external customer groups to create understanding; ensure enforcement of City ordinances 
and mandates from the Virginia Public Records Act; maintain a work environment that is welcoming, 
supports member’s physical and personal needs, develops leaders at all levels and provides tools and 
training for staff to enhance service delivery; effectively supervise all division staff including contracted 
manpower; efficiently plan and manage daily work activities; participate in the development of interview 
packets utilizing City and departmental guidelines to hire qualified staff. 
 
Minimum Qualifications 
Requires a combination of higher education and/or experience equivalent to four (4) years, two (2) of 
which were in a supervisory role, in a field utilizing the required knowledge, skills and abilities, such as 
records management, archives or electronic record keeping; or any equivalent combination of experience 
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and training which provides the required knowledge, skills and abilities. 
 
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 business mathematics and English 
2. Knowledge of records center operations 
3. Knowledge of records management techniques 
4. Knowledge of the principles and practices of office management 
5. Knowledge of municipal purchasing procedures 
6. Knowledge of municipal policies 
7. Knowledge of inventory control software applications 
8. Knowledge of accepted record keeping practices 
9. Knowledge of office procedures 

B. Skills 
1. Skill in collecting, calculating and analyzing statistical information and preparing reports 
2. Skill in management of operating budget 
3. Skill in supervising and directing the activities of others 
4. Skill in strategic planning 
5. Skill in enforcing mandated city and state regulations 
6. Skill in public speaking/conducting training presentations 
7. Skill in operating office machines 

C. Abilities 
1. Ability to establish and maintain effective working relationships with city officials, other city 

employees, news media and the general public 
2. Ability to collect and maintain accurate statistics and prepare required reports 
3. Ability to plan, coordinate and conduct city-wide training presentations 
4. Ability to compile and properly manage an operating budget 
5. Ability to supervise subordinates; coordinate daily tasks and encourage development 
6. Ability to provide all users with the information requested in a timely manner. 
 
 

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. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires light work that involves walking or standing some of the time, stooping, lifting, pushing and 
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raising objects which also involves exerting up to 40 pounds of force on a regular and reoccurring basis 
and routine keyboard operations. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs professional level work requiring the application of principles and practices of a wide range of 
administrative, technical, or managerial methods in the solution of administrative or technical problems or 
the coordination of entry level managerial work; applies general understanding of operating policies and 
procedures to solve complex administrative problems; requires continuous, close attention for accurate 
results or frequent exposure to unusual pressure 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This job involves a risk of limited to no exposure to any environmental hazards. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
This job requires normal visual acuity, and field of vision, hearing, and speaking. 
 

 


