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FLSA Status:  Exempt Pay Plan:  Administrative Grade:  13 
 
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 
Independently, implement Citywide training programs and opportunities for in-person, virtual, and online 
learning at all levels of the organization to support the member learning life cycle which includes 
knowledge and skills development, professional development, and organizational development design to 
enhance and promte the growth of an inclusive, engaged, and effective workforce. Incumbents, with this 
level designation, are expected to independently perform all duties noted in lower levels of the job 
series related to talent development with emphasis on coordinating and evaluating instructional design of 

training programs. May supervises the talent development partners and front office team. 

 
Representative Work Functions and Responsibilities 
Coordinate and lead major projects or programs.  Prepares auxiliary plans for training project completion, 
including comprehensive scripting / thematics / storyboarding and timelines.   Develops and conducts 
Citywide training programs for in-person and web-based learning. 
 
As assigned by the HR Administrator, supervises the talent development partners and front office team. 
to leads teams and oversee organizational intitives for use of the Learning Management Systems and all 
training platforms;  development and electronic storage of training materials, facilitarot and participant 
guides, manuals, and Power Point presentations; development of marketing materials; and provide 
direction for all aspects of customer services and technical support.   Leads and coordinates the 
development of less senior training staff and departmental training representatives. 
 
Coordinates the implementation of Citywide Learning and Development programs which include APCP, 
the Mentoring Program, ets. 
 
Conducts the Workforce Planning Study and assist the HR Administrator in all Workforce Development 
iniatives and planning activities city wide. 
 
Acts as a resource for supervisors and managers on methonds and approaches for supporting employee 
development strategies and providing customized training solutions. Conduct interviews and 
coaching/counseling sessions with supervisors and employees to provide recommendations regarding 
talent development. 
 
Coordinate data collection data relevant to business strategies and goals and evaluate the impact of 
talent development programs for effectiveness. Collaborates with senior instructional staff and co-workers 
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on performance-based measurement assessments for objective evaluation of instructional programs and 
ROI measurements.   
 
Designs and customizes curriculum and instruction for Citywide training classes and programs.  
Collaborate in partnership with designated business units to align business objectives and deliver value-
added training programs to management and employees that reflect the business objectives of the 
organization. 
 
Conducts training needs assessments/instructional analysis to ensure conformity with mission training 
objectives and develops training plans.  Interview department representatives, conducting surveys, make 
personal observations and evaluate collected data as needed to formulate recommendations regarding 
program.  Consult with internal and external clients to assess learning needs and to identify solutions; 
formulate recommendations regarding program enhancements to ensure the ongoing effectiveness of 
City-wide training programs. 
 
Coordinate and collaborate with team in the development of the annual training class schedule and the 
annual catalog for the Learning and Development Division along with making revisions to the class 
schedule. 
 
Research and assess available training courses and programs and make recommendations for purchase. 
May coordinate the RFP process to purchase services or products. Implement procured and internally 
developed programs and deliver training following approved protocols.  Obtain permission on all 
copyrighted and reference materials and ensure their use is formally acknowledged and noted 
appropriately. 
 
Attends periodic seminars, forums, and meeting to ensure currency of training and instructional 
methodologies and technology enhancements. 
 

As assigned by the HR Administrator, coordinate administrative functions such as budget and vendor 

services and serve on Citywide cross functional teams and committees as subject matter expert.  
 
Perform all other duties as assigned by the HR Administrator. Individual assignments will be determined 
by the supervisor based on then current workloads and department need. 

 
Performance Standards 
Effectively coordinate and lead projects or programs; provide clear direction to staff regarding goals and 
timelines; clearly and thoroughly present and explain recommendations to departments and upper-level 
City management; accurately and diplomatically respond to requests for information; effectively 
communicate both orally and in writing; estabkusg and maintain effective working relationships with 
public, co-workers, and other City HR; training and education programs are professionally developed and 
administered.  Remains current on developments in training and instructional methodologies, including 
technology enhancements; uses a variety of instructional techniques to enhance learning experience; 
clearly and logically organize material to be presented to maximize the expected outcomes derived from 
the presentation; creating positive learning climates/environments to foster the leaning experience; 
thoroughly and effectively conduct research on projects to maximize the quality and quantity of 
information;  demonstrates knowledge and use of equipment to assist customers and/or troubleshoot 
errors effectively; adequately document in writing justification to support recommendations for new or 
updated training programs; design solutions that maximize learning and/or behavioral outcomes, obtains 
train-the-trainer license when implementing new programs that require training certifications as required;  
maintains training certifications in good standing.  
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Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to ten 
(10) years in training and curriculum design e for organizational development and adult learning that 
utilize the required knowledge, skills and abilities associated with such positions as a Talent Development 
Partner, Corporate Traniner, or Trainer. 
 
Some positions may require employee to 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. 
 
Preferred Qualifications 
Earned Trainer Certification or a Masters degree in a related 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 concepts and methodologies of talent development and instructional design 
models. 

2. Knowledge of theories, models and techniques of adult learning, facilitation, career 
development, and coaching. 

3. Knowledge of needs assessment approaches and techniques.  
4. Knowledge of methods and techniques for planning, designing, and developing instructional 

content. 
5. Knowledge of current supervisory practices, techniques and related City policies in order to 

provide guidance to departments. 
6. Knowledge of the capabilities of computer technology and software packages, including 

microcomputers, e-learning software, LMS, and web-based or virtual training programs. 
7. Knowledge of communication theories and models and how they relate to learning. 
8. Knowledge of the philosophy, theories, practices, and techniques of current public human 

resources administration and related regulations including performance management 
principles and techniques, workforce planning and development, discipline administration, 
conflict resolution, and human resources related policies and procedures. 

9. Knowledge of the structures, function and administration of municipal organizations.   
10. Knowledge of municipal budgeting procedures.  

B. Skills 
1. Skill in applying principles of cognitive science and adult learning 
2. Skill in conveying information to individuals and a diverse adult audience, both orally and in 

writing, in a clear and concise manner. 
3. Skill in eliciting and using knowledge and information from subject matter experts to support 

and/or enhance learning. 
4. Skill in designing blueprints, schematics, and/or other visual representations of learning and 

development solutions. 
5. Skill in selecting and aligning delivery options and media for training and/or learning events to 

the desired learning or be  
6. Skill in facilitating meetings and/or learning events in face-to-face and/or virtual 

environments.havioral outcomes. 
7. Skill in selecting and aligning delivery options and media for training and/or learning events to 

the desired learning or behavioral outcomes. 
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8. Skill in delivering training using multiple delivery options and media for classroom and virtual 
learning. 

9. Skill in designing and/or developing learning assets, for example role plays, self-
assessments, training manuals, job aids, and visual aids that align to a desired learning or 
behavioral outcome. 

10. Skill in researching, analyzing, and reporting human resources and statistical data. 
11. Skill in counseling and interviewing techniques. 
12. Skill in conflict resolution and responding calmly and diplomatically during stressful situations. 
13. Skill in using microcomputers, virtual platforms, e-learning software, and LMS systems.   
14. Skill in the application of supervisory techniques and leadership principles. 

C. Abilities 
1. Ability to communication information and ideas clearly and effectively.  
2. Ability to actively listen to and understand information and ideas presented. 
3. Ability to work effectively with persons of diverse backgrounds.  
4. Ability to establish and maintain effective working relationships with employees, HR 

representatives, department and city officials and others.  
5. Ability to recognize problems and initiate corrective action using logical decision making 

techniques. 
6. Ability to maintain confidentiality.   
7. Ability to work with limited supervision as well as in a team environment.  
8. Ability to effectively recommend change in response to organizational or departmental 

priorities, process improvement, legal developments, or technological advances.   
9. Ability to identify various learning opportunities (training, self-study, or new work experiences) 

to stay abreast of trends in the field of human resource management. 
 

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. 
 

 


