
 

 
Public Safety Asset Coordinator #03249 
City of Virginia Beach – Job Description 
Date of Last Revision: 09-08-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  11 
 
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 
Coordinate all VBPD efforts to meet the standards set forth by the Commission on Accreditation for Law 
Enforcement Agencies regarding the tracking, auditing, and accounting for all assets belonging to the 
Police Department.  Liaison with Fleet Management to procure, maintain, and assign vehicle assets 
appropriately throughout the department to maximize proficiency and prolong asset durability.  Liaison 
with Facilities Management to coordinate any long-term repairs and replacement schedules for police 
buildings. This position will be assigned to the Support Division. 

Representative Work Functions and Responsibilities 
Serve as the Police Asset Manager for VBPD.  Responsible for the accountability, auditing, and tracking 
of all police assets and ensure they are properly recorded in our Records Management System. 

Coordinate and assist with any policy development needed pertaining to the use, care, and administration 
of specialized police equipment (e.i. AEDs, tire deflation devices, portable radios, crime scene kits, radar 
units, fleet assets, less lethal weapons systems). 

Liaison with Public Works / Fleet Management to coordinate all VBPD needs for the procurement, 
maintenance, and deployment of fleet assets throughout our department.  This includes working with 
Fleet Management, grant administrators, budget analysts, and department SMEs to procure, maintain, 
and deploy police specialty assets outside of the traditional patrol vehicle.  

Liaison with Budget and Financial Specialists within the Police Department to assist with the acquisition of 
equipment, assets, and resources needed for officers to deliver quality police services.  This includes 
purchases made using operational, capital improvement, grant funded, and asset forfeiture money. 

Liaison with Public Works / Facilities Management to coordinate all VBPD requirements for the 
maintenance and care of all police buildings and properties.  This includes participating in construction 
briefings for new facilities and coordinating long-term maintenance and repairs of existing buildings. 

Work with internal stakeholders in Uniform and Supply and participate as a member of the Uniform 
Committee and Equipment Committee.  These committees are responsible for the testing and acquisition 
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of new equipment for use by officers and detectives to provide better tools to do their jobs.  This position 
will also assist with personnel and command inspections. 

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 that staffing remains commensurate with manpower; maintain documentation on subordinate 
performance and complete evaluations in a timely manner; meet deadlines for work activities and 
coordinates effective unit functioning on a daily basis; ensure that unit operations conform to 
departmental procedures; organize work unit to avoid resource shortages and minimize schedule 
conflicts; demonstrate comprehension of immediate, longer term, and potential issues or problems and 
consider options, risks, and consequences of various solutions; make decisions in a timely manner and 
exercise good judgment in balancing the need to take immediate action versus gather more information; 
respond to internal and external requests in accordance with policy; coordinate budget preparation 
according to guidelines; communicate clearly and concisely, both orally and in writing, and maintain poise 
and confidence when discussing issues with others; submit reports and documents in a timely manner 
containing required information and without deficiencies in logic, substance, or organization; and manage 
operations in alignment with City strategic initiatives, goals, objectives, and destination points and in 

consonance with VBQSS principals and practices. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
seven (7) years in fields such as logistics or asset management utilizing the required knowledge, skills, 
and abilities associated with such positions.  
 
Must have a current and valid driver’s license.  
 
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 large-scale equipment and supply management and maintenance techniques 
to include computerized stock and inventory recordkeeping.  

2. Knowledge of safe, effective and efficient handling and storage of parts, components, and 
supplies. 

3. Knowledge of general procurement laws, practices and procedures to include the Virginia  
Public Procurement Act. 

4. Knowledge of sources, suppliers, and substitutions for specialized materials and the proper  
sale or disposal of equipment utilized. 

5. Knowledge of local government organization and procedures, and public administration.  
6. Knowledge of the philosophy, principles, practices and methods of departmental programs. 
7. Knowledge of the principals and practies of facility construction and fleet management. 
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8. Knowledge of the philosophy, principles, practices, laws and methods of municipal finance 
including accounting, budgeting, procurement, and grants administration. 

 
B. Skills 

1. Skills developing and maintaining cooperative and professional relationships with employees 
at all levels, representatives from all departments, and outside agencies.   

2. Skills in effectively responding to and resolves complex inquiries and disputes.   
3. Skill in setting goals and objectives with measures of performance.  
4. Skill in coordinating a wide range of assest needs.  
5. Skill in the interpretation of department related policies and procedures and other city related 

documents.  
6. Skill in operating a computer and using City standard software. 

C. Abilities 
1. Ability to establish and implement effective administrative programs and procedures.  

Establishes priorities for the completion of work in accordance with sound timemanagement 
methodology. 

2. Ability to develop, interpret, and administer agency policies and procedures.  
3. Ability to work independently and make decisions within assigned authority and subject 

expertise; to interpret and apply City policy consistent with intended practice and existing 
precedence.  

4. Ability to communicate ideas and proposals effectively, including the preparation of reports 
and logs.   

5. Ability to synthesize and communicate ideas clearly and concisely, both orally and in writing.  
 

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. 
 
 


