
 

 
Revenue Investigator IV #01425 
City of Virginia Beach – Job Description 
Date of Last Revision: 02-03-2016 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  24 
 
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 investigations relating to compliance with all City and State codes pertaining to tax and 
license requirements. 
 
Representative Work Functions and Responsibilities 
Supervise and plan work flow for revenue investigators and clerical personnel in the investigation of 
businesses throughout the City of Virginia Beach to determine if properly licensed. 
 
Prepare legal documents to insure proper compliance both Civil and Criminal. 
 
Conduct investigations for the examination of records, books and other documents to determine proper 
tax (both office and on-site). 
 
Resolve discrepancies within the License Division. 
 
Make final decisions on a variety of license and tax issues. 
  
Conduct research and compile data to respond to upper level management. 
 
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 
Organize and direct the duties of revenue investigators and clerical staff for proper tax and license 
compliance; review transactions made by subordinates requesting actions in accordance with City 
policies; schedule work assignments and training of new personnel; communicate with the general 
public, co-workers and other City officials on the proper procedure of purchasing a business license; 
prepare the necessary documents for collection through Civil or Criminal court; accurately and 
diplomatically respond to taxpayer inquiries concerning tax rates and City codes; thoroughly review 
accounts and make recommendations for the Commissioner of the Revenue; possess thorough 
knowledge of principles and procedures necessary to complete investigations of business license; 
respond effectively to City code interpretation; carefully research and analyze data for businesses, 
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where resources are often vague, for tax assessment. 
 
Minimum Qualifications 
Graduation from high school or GED equivalent with five (5) years’ experience in business 
administration or business management in retail sales or three (3) years’ experience in such position as 
Revenue Investigator III or an equivalent combination of experience and training which would provide 
the required knowledge, skills and abilities. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
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 and State Codes pertaining to tax and license. 
2. Knowledge of geography of the City of Virginia Beach. 
3. Knowledge of activities of Commercial Enterprises in the City. 
4. Knowledge of Business Classifications and Test Cases. 
5. Knowledge of accounting principles. 
6. Knowledge of Civil and Criminal Court procedures. 

B. Skills 
1. Skill in office supervisory management procedures. 
2. Skill in computer operations. 
3. Skill in interviewing business applicants. 
4. Skill in writing of reports and correspondence and developing detailed worksheets for 

investigation. 
5. Skill in directing work of junior Revenue Investigators. 
6. Skill in organizing and prioritizing workload. 

C. Abilities 
1. Ability to supervise subordinate staff. 
2. Ability to collect and organize facts. 
3. Ability to prepare concise/accurate reports. 
4. Ability to enforce Tax Ordinances. 
5. Ability to communicate effectively with the general public. 
6. Ability to apply business mathematics, statistics and analysis. 
7. Ability to drive a motor vehicle. 

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. 

   
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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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 
10 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 specialized technical work which may require general understanding of operating policies and 
procedures and their application to problems not previously encountered; requires continuous, close 
attention for accurate results and 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. 
This job involves a risk of limited to no exposure to any environmental hazards. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, and field of vision, hearing and speaking. 
 
 

   
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 
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