
 

 
Resort Administrator #03201 
City of Virginia Beach – Job Description 
Date of Last Revision: 09-29-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  19 
 
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 
Administer Resort Management Office (RMO) personnel, financial resources, physical assets and a wide 
variety of contractual services to create and maintain a resident, visitor and business-friendly environment 
in the Resort area as well as effective special event permitting and entertainment services City-wide. As a 
City Manager appointee, this position serves at the pleasure of the City Manager and is not considered 
part of the merit service as defined in City Code, section 2-75. 
 
Representative Work Functions and Responsibilities 
Administer the operation of Resort Programs and Initiatives including Resort area franchise services, City-
wide special events and film permitting; City-wide entertainment services contract; beach wedding and 
event home permitting and, contractual Resort area cleaning and safety ambassador services.   
 
Work under the direct supervision of the City Manager’s Office and in close coordination with a variety of 
other departments related to operations maintenance, public safety, planning, economic development and 
partner agencies to ensure a high-quality resident and visitor Resort area experience. 
 
Provide cooperative supervision of Resort area code and zoning enforcement as well as homelessness 
outreach coordination with the departments of Planning and Community Development and Housing and 
Neighborhood Preservation. 
 
Responsible for overall supervision of the City’s overall Special Events coordinating staff including their 
permitting and inter-departmental coordination of public and private events such as Boardwalk Art Show, 
East Coast Surfing Championships, Neptune Festival, Pungo Strawberry Festival and numerous sporting 
events such as the North American Sand Soccer Championships.  Ultimately accountable for the City’s 
Cost Recovery Program for City services in support of special events.   
 
Provide direct oversight of a comprehensive ambassador program for the Resort area focusing primarily 
on safety/outreach and supplemental cleaning contractual services.  
 
Ensure the budgeting, financial management and execution of the City’s Special Events entertainment 
annual services contract result in successful production of major events and general entertainment, such 
as American Music Festival, Funk Fest, Last Night on the Town, Monsters on the Beach, Holiday Lights,  
 
Fourth of July resort fireworks display and Live on Atlantic programs. Participate in the Special 
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Events/Live on Atlantic Steering Committee meetings in order to assist in special events planning and 
provide input regarding the City’s contractual arrangements. Ensure productive support for the 
Convention Center. Sports Center and sports tourism events as well as meetings and conventions 
functions to coordinate entertainment services for large scale visiting groups.  
 
Provide direction and ultimate recommendations in the development of the RMO annual operating budget 
as well as franchise and contractual services to Budget and Management Services, the City Manager’s 
Office and City Council as needed.  
 
Develop and maintain productive relations with the Resort area community including civic and business 
associations in furtherance of the above-described duties and responsibilities. Through direction from City 
Council through the City Manager’s Office, support the recommendations of the Resort Advisory 
Commission.  

 
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 manage Resort Management Office staff and contractual services in the successful execution 
of programs and initiatives relating to the work functions and responsibilities described above. Work 
closely with area civic associations, extensive contact with general public, hospitality and restaurant 
businesses and industry organizations, visitors, resort residents and businesses and other national, 
regional, state and City organizations. Effectively communicate both orally and in writing with all industry 
sectors. Exercise diplomacy, independent judgment, discretion and creativity in carrying out all work 
functions and responsibilities. Effective stewardship and accountability with regard to physical and fiscal 
resources; ensuring compliance with public safety regulations, Americans with Disabilities Act, and 
generally accepted financial management practices.  
 
Minimum Qualifications 
Bachelor’s degree in business administration or related and seven (7) years of experience related to 
managing a large tourism/destination area, which provided the knowledge, skills, and abilities associated 
with such positions as  OR combination of education (above high school level) and/or experience 
equivalent to eleven (11) years in fields utilizing the knowledge, skills, and abilities associated with this 
position.  
 
Preferred Qualifications  
Professional experience managing resort or downtown area public spaces including internal 
organizational coordination of various operational services.  Professional experience in high-volume and 
high-quality as well as a wide variety of special events permitting; entertainment services and contractual 
franchise services in a resort or downtown setting.  
 
Special Requirements 
Must be available to work evenings, weekends, holidays, and overtime when required to meet operational 

needs. 

 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of modern theories, principles and practices of operational management 
techniques as they apply to a tourist destination in a resort or downtown area. 
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2. Knowledge of budgeting procedures, cost analysis and municipal accounting including fiscal 
management associated with the operation of an enterprise fund. 

3. Knowledge of private sector business practices and objectives. 
4. Knowledge of principles and techniques of public administration.  

B. Skills 
1. Skill in presenting policy, recommendations and concepts to executive branch and elected 

officials. 
2. Skill in conveying information to general public, visitors and special interest groups. 
3. Skill in formulating and implementing cost containment strategies and policies. 
4. Skill in all facets of management techniques. 

C. Abilities 
1. Ability to establish and maintain effective working relationships with City officials, citizens, 

visitors, fellow employees and representatives from other localities. 
2. Ability to work independently and make independent decisions. 
3. Ability to work effectively with persons of varying socio-economic and cultural backgrounds. 
4. Ability to diplomatically and effectively address resident, visitor and business representative 

concerns that may arise.  
 

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 sedentary work that involves walking or standing some of the time and involves exerting up to 
20 pounds of force on a regular and recurring 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 and managerial methods in the solution of administrative problems and the coordination of 
entry level professional 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. 
The job may risk exposure to traffic. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
Normal visual acuity, and field of vision, hearing and speaking. 

 


