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City of Virginia Beach – Job Description 
Date of Last Revision: 05-30-2018 
 
 

FLSA Status:  N/A Pay Plan:  Hourly Grade:  N/A 
 
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 

Exhibit and follow the City of Virginia Beach and Department of Parks and Recreation Customer Service 

Standards . 
Plan, execute, and instruct recreational programs; teaches leisure education classes in technical/talent 
fields.  
 
Representative Work Functions and Responsibilities 
Plan specific recreation class activities appropriate to participants' age groups and subject matter  
 
Provide supervisor with written lesson plans of class content for approval 
 
Teach leisure educational/recreational classes in a given field of skill or talent to registered participants, 
and/or in areas of fitness, aerobics and personal trainer programs 
 
Formulate and submit supply sheets and instructional handouts to provide supervisor and students with 
class objectives and supplies needed  
 
Guide students throughout class sessions with proper techniques and instructions in order to complete a 
designated class project or skill level  
 
Assist in developing ideas for new class programs in order to offer a quality program 
 
Notify supervisor, site, and students in case of illness or absence to accommodate participants  
 
Handle discipline problems with students to facilitate program functioning  
 
Establish and enforce class rules and policies for students and carries out program directives to ensure 
program continuity and participant safety  
 
Provide records and information for statistical documentation 
 
Treat minor injuries of participants or take needed steps to ensure participant receives proper medical 
attention 
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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 the 
current workloads and department needs. 
 
Performance Standards 
Effectively plans and skillfully teaches classes that are appropriate to participant age groups and skill 
levels; skillfully ensures that the program area is safe and that participants are supervised; effectively 
teaches a specialized skill or subject through the use of prepared lesson plans and research; handles 
discipline problems with tact and skill; accurately receives, issues, and maintains class equipment; 
consistently on time and at work place regularly; effectively enforces class rules and city policies; 
accurately supplies statistical data; capable of attaining proper medical attention if needed; maintains 
deadlines for submission of supply sheets and instructional information. 
 
Minimum Qualifications 
At least three (3) years related experience in a specialized interest or skill, which includes a minimum of 
one (1) year of teaching experience or five (5) years experience in the subject; or any equivalent 
combination of experience and training which provides the required knowledge, skills, and abilities. 
 
Special Requirements 

Must be able to work rotating shifts (days/evenings/midnights) including weekends and holidays and be 
available to work overtime when required to meet operational needs. 

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 specialized subject or interest area. 
2. Knowledge of safety principles. 
3. Knowledge of basic first aide. 
4. Knowledge of teaching practices. 
5. Knowledge of participant performance levels. 

 

B. Skills 
1. Skill in leadership. 
2. Skill in creative thinking and approach. 
3. Skill in teaching techniques or skills. 
4. Skill in use of recreation equipment. 
5. Skill in mental, manual, or physical skills appropriate to subject taught. 
6. Skill in program evaluation and development. 
7. Skill in organizing time and activities. 
8. Skill in controlling groups. 
9. Skill assessing participants’ interests and capabilities. 
10. Skill in dealing with problem situations or people. 

 

C. Abilities 
1. Ability to get along with and deal with others. 
2. Ability to communicate orally and in writing. 
3. Ability to enforce safety practices. 
4. Ability to supervise participants. 
5. Ability to generate participant interest in class. 
6. Ability to break down subject matter to teach assigned age/skill groups. 
7. Ability to independently lift of move objects weighing up to 50 pounds on a regular basis 
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may be required; ability to lift or move, with assistance, objects weighing more than 50 

pounds may be required occasionally. 

 
 

Working Conditions 
The below stated 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. 
 
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 medium to extensive work with walking, jumping, standing, stooping, lifting and raising objects; 
ability to lift or move, with assistance, objects or participants weighing more than 50 pounds may be 
required. 
 
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; 
applies general understanding of programming 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. 
Performance of essential functions may require exposure to adverse environmental conditions, such as, 
odor, fumes, wetness, water hazards, temperature and weather extremes, hazardous materials, 
infectious disease, or rude/irate customers. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
Some tasks require the ability to perceive and discriminate sounds, odors, depth, and visual cues or 
signals; visual acuity and field of vision, hearing, and speaking. 
  

 

 


