
 

 
Public Safety Analyst I #02235 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  8 
 
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 
Perform basic research and assist in the planning, development, implementation and evaluation of 
projects and programs designed for the improvement of basic protective service operations. 
 
Representative Work Functions and Responsibilities 
Assist in the design, implementation, management and evaluation of diverse programs and projects to 
improve the operational effectiveness and efficiency of the delivery of public safety services. 
 
Assist in the development of departmental policies and procedures in order to direct and control 
operations and provide personnel with guidelines for appropriate conduct. 
 
Perform research projects using basic methodologies and technologies to ascertain program productivity. 
 
Prepare, review and edit various documents, reports, and working papers to ensure that they are 
substantially accurate and grammatically correct. 
 
Assist in the long- and short-range planning and forecasting of public safety services to determine future 
departmental resource requirements. 
 
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 
Identify scope of problem areas accurately; utilize appropriate database research methodology, 
technologies, and analytical techniques to ensure assigned research planning data is collected, analyzed, 
and presented on time with factual pertinent data conveyed in a clear, concise manner; oral 
communication is expressed in straightforward fashion without the use of slang or colloquial expressions; 
evaluations of existing programs accurately depict strengths and weaknesses and contain suggestions for 
future improvements.  
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to five 
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This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 
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(5) years in fields such as computer science, business administration, public administration or police work 
that utilizes 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 philosophies, theories, practices and techniques of modern police and/or fire 
administration management, and operations basics. 

2. Knowledge of the role of public safety in relation to the operation of municipal government 
and the delivery of municipal services. 

3. Knowledge of basic research methodology, statistical analysis, and survey design. 
4. Knowledge of the current automated data processing and data analysis software. 

B. Skills 
1. Skill in determining the research methodology and statistical technique which is most 

appropriate to the question or problem at hand. 
2. Skill in maintaining effective interpersonal working relationships with private parties, other 

public safety personnel and officials at different levels of government in terms of tact, 
discretion, and persuasion. 

3. Skill in computer applications using industry standard software. 
4. Skill in communicating information of a somewhat complex nature effectively and concisely to 

public and private parties on a regular basis through the use of well-developed oral and 
written skills. 

C. Abilities 
1. Ability to complete highly varied and diverse tasks and assignments under regular 

supervision. 
2. Ability to develop specific and complex approaches and solutions to new and unusual 

problems and situations as required. 
3. Ability to minimize the effects or impact that could cause inaccuracies in reports, records, or 

correspondence and result in the dissemination of incomplete or erroneous information or 
possibly delay programs or projects involved. 

4. Ability to make recommendations based upon the analysis and interpretation of basic 
research component parts into a logical system or organize their component parts into a 
logical system or sequence. 

 
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. 
 
 


