
 

 
Public Safety Support Services Supervisor 
#01493 
City of Virginia Beach – Job Description 
Date of Last Revision: 03-03-2023 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  23 
 
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 
Supervise the activities of Police Services Unit staff in the management of administrative support 
functions.  
 
Representative Work Functions and Responsibilities 
Oversees, and able to perform, various functions performed by Police Services Unit staff, including both 
sworn and non-sworn personnel. These functions include processing of police offense reports, warrants, 
other executable papers, various court papers, traffic accident reports, and alarm registrations; 
performing quality control of warrants, court papers, other executable papers and offense reports; 
performing data entry into various law enforcement information systems, including VCIN, NCIC and RMS; 
resolving records challenges and court-ordered criminal records expungement; performing queries in 
various law enforcement systems in accordance with criminal justice purposes; receiving funds for alarm 
registrations, fines and permit fees; conducting criminal records checks; providing customer service to 
citizens seeking permits, copies of reports or information about other police services; billing for false 
alarms; processing red light violations; overseeing supplies and logistics and distributing departmental 
mail. 
 
Enter, review and audit all records, including data entry into systems. Set quality control measures and 
develop related reports. Identify corrective action for compliance and other issues.  
 
Work in capacity of subordinates to ensure staffing coverage to include times outside normal work 
schedule as needed. 
 
Serves as liaison with Police Divisions, City Departments, State, Federal, and private agencies to ensure 
transactions are properly recorded and requests processed appropriately.   
 
Set up policies and procedures to ensure interdepartmental and external agencies procedures and 
regulations are followed by the units. Provide administrative interpretation of City Code and policies.  
 
Manage and direct assigned unit’s various contracts, information technology resources, and financial 
reporting and transactions.   
 
Establish long/short-range goals and objectives.   
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Oversee the recruitment, employment, direction, management and discharge of all personnel; prepare 
shift schedule and ensure coverage when employees are unavailable or unable to perform work; train and 
instruct new personnel in the policies and procedures and general operations of the unit; prepare a 
variety of reports including employee performance feedback, recommendations for  disciplinary action, 
responses to citizen inquiries, statistical reports, etc.; assist in budget preparation and monitoring of 
operational expenditures; and provide interpretative guidance to employees regarding departmental 
policy and procedures. 

 
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 
Effectively supervise all subordinates;  communicate effectively, both orally and in writing; efficiently plan 
and monitor the work of staff, willingly working alternate schedules to provide active oversight; stay 
abreast of changes in field (e.g. records management requirements, upgrades of law enforcement 
information systems, etc.) and ensure staff are provided with updated information and appropriate 
training; demonstrate quality customer service in all responses to inquiries from the public or other 
agencies in a timely manner; maintain records and prepare reports with stringent attention to detail and 
accuracy; establish collaborative relationships with  department members at all levels, other City  
employees, and representatives from other law enforcement agencies. 
 
Minimum Qualifications 
Requires any combination of education(above the high school level) and/or experience equivalent to eight 
(8) years in fields utilizing the required knowledge, skills, and abilities and associated with such positions 
as  human resources/confidential records management, supervisor, team lead and/or employee trainer. 
 
Must obtain VCIN Level A certification within six months of employment and maintain throughout the 
course of employment.  
 
Must successfully complete a police background investigation, including polygraph examination. 
 
Must have or obtain a current and valid driver’s license.  
 
Preferred Qualifications 
Two (2) years in a formal or informal supervisor, project leader, team lead, mentor or trainer role. 
 
Experience in a public safety field. 
 
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 City policies relating to human resources management, records management, 
and cash handling. 

2. Knowledge of the related statutes, such as the Virginia Public Records Act.  
3. Knowledge of records retention schedules as specified by the Library of Virginia, 

City/departmental policy and CALEA accreditation standards. 
4. Knowledge of FBI and Virginia State Uniform Crime Reporting and Incident Based Reporting 
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procedures. 
5. Knowledge of Virginia Crime Information Network and National Crime Information Center 

policies, including liability for noncompliance to those policies. 
6. Knowledge of Police Department electronic records systems as a business applications 

specialist. 
7. Knowledge of supervisory techniques, employee trainer techniques/learning styles, conflict 

management styles and strategies. 
B. Skills 

1. Skill in office management. 
2. Skill in operating computers and software packages, such as Word, Excel, Access, 

PowerPoint. 
3. Skill in monitoring and administering quality control for large databases or records 

management systems. 
4. Skill in thinking analytically. 
5. Skill in assigning, monitoring, training and evaluating subordinate personnel. 

C. Abilities 
1. Ability to communicate clearly, both orally and in writing. 
2. Ability to develop and maintain effective and cooperative working relationships with a variety 

of personnel including members of the department at all levels, other City employees and 
representatives from other law enforcement agencies. 

3. Ability to provide quality customer service in a variety of situations, including emotionally 
charged situations.  

4. Ability to prepare records and reports, requiring a high level of attention to detail. 
5. Ability to understand and interpret the inter-relationships among electronic records. 
6. Ability to make independent judgments concerning the operation of the Records Unit. 
7. Ability to analyze and understand laws and policies related to records retention. 
8. Ability to understand and follow complex oral and written directions. 
 

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. 

 


