
 

 
Technology Services Manager –              
Human Resources #2703 
City of Virginia Beach – Job Description 
Date of Last Revision: 09-07-2018 
 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  15 
 
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 
Manage Human Resources technology services which includes project management and technology 
service delivery for a variety of complex integrated systems related to recruitment, onboarding, learning 
management, performance management, electronic health records, case management, compensation, 
classification, and position control.  Plan, lead, manage, and evaluate the delivery of technology services 
for Human Resources in alignment with organizational vision, mission, values and goals to meet the 
information needs of customers, including City departments, HR divisions and staff. 
 
Representative Work Functions and Responsibilities 
Work closely with Human Resources leadership and staff to define and implement long-range planning 
for the technology needs of the Department of Human Resources.  
 
Manage and supervise staff members responsible for employee records, position control, and integrated 
HRIS. 
 
Manage the computer systems technology project portfolio for the Department of Human Resources.  
Offer leadership and support of proven project management best practices through standardization.  
Manage technology related incidents, upgrades and projects within Human Resources.  Manage work 
flows, staff and projects to ensure timely completion of tasks while meeting goals and objectives. 
Coordinate the activities of project teams by assigning and monitoring duties and scheduled work to 
ensure adherence to established deadlines. 
 
Integrate and coordinate technology systems to advance departmental services. 
 
Identify efficiency improvements and workflow improvements in data collection and reporting.  Develop 
plans to implement and monitor improvements.   

 
Develop and recommend policies and procedures regarding quality customer service through technology 
initiatives. 

 
Participate as directed and indicated in the creation or review of requests for proposals and requests for 
service. 
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Act as liaison to City IT and other City departments in championing Human Resource project priorities. 

 
 
Conduct meetings and make presentations to communicate information or progress in specific areas as 
related to technology initiatives. 
 
Provide Human Resource leadership with information on progress and prepare status reports to 
communicate productivity and system status measures. 
 
 
Test systems and system integrations to ensure proper connectivity and expected outputs are delivered 
reliably. 
 
Prepare and maintain technical reports and reference materials, and policy and procedure documents. 

 
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 
Maintain effective relationships with division and departmental representatives, officials, consultants, 
contractors, and vendors; communicate as needed technical information to management and support 
staff; thoroughly review systems documentation for validity and adherence to departmental standards; 
maintain a strong line of communication with department management; provide for both formal and 
informal training as needed for staff development; provide thorough status reports in a timely fashion; 
review the documentation of system modifications; manage the time and resources allocated on assigned 
projects by providing direction and supervision; conduct meetings and lead teams as indicated; make 
comprehensive presentations when requested; thoroughly research new or proposed products; provide 
explanatory charts and graphs as requested; utilize appropriate tools of systems analysis to conduct  
feasibility and cost benefit analysis; implement effective  management techniques; thoroughly review 
systems as requested and make applicable suggestions for revision; review standards and best practices 
and make suggestions for improvement; work with and negotiate vendor/partner agreements and 
contracts; actively initiate programs and services that ensure the completion of City and Departmental 
vision, goals and objectives; maintain positive and effective working relationships. 
 
Minimum Qualifications 
This position requires a bachelor’s degree in fields such as Information Technology, Computer Science, 
Management Information Systems or related field; or any combination of education (above the high 
school level) and/or experience equivalent to ten (10) years, in fields utilizing the required knowledge, 
skills, and abilities.  
 
Preferred Qualifications 
Experience with integrated Human Resource Information Systems utilizing the required knowledge, skills 
and abilities. 
 
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. 
 
Positions within this class have been designated as Alpha I positions requiring employees to work during 
inclement weather, regardless of the City’s operational status. 
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Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of municipal organizational structure and administrative control techniques. 
2. Knowledge of theories, principles, and techniques of business, computer/data systems 

analysis, and long range planning. 
3. Knowledge of human resource principles, policies, practices and techniques, and their 

application in organizational administration. 
4. Knowledge of project management tools, techniques, and procedures. 
5. Knowledge of methods of data collection and reporting. 
6. Knowledge of advanced information management techniques. 
7. Knowledge of the design, coding, testing and debugging of programs and information 

systems. 
8. Knowledge of integrated human resource information systems. 
9. Knowledge of principles of human resource management and supervision. 

B. Skills 
1. Skill in overseeing implementation and upgrades of large-scale computer/data systems to 

ensure appropriate service delivery. 
2. Skill in producing reports to analyze and support performance measures. 
3. Skill in researching, developing, and implementing complex information systems. 
4. Skill in reading and composing complex technical documentation. 
5. Skill in problem solving as it relates to complex application programs. 
6. Skill in organizing production work schedules and priorities. 
7. Skill in the communication of technical information (oral and written). 
8. Skill in identifying technological issues, diagnosing causal factors, developing and 

implementing options for resolution. 
C. Abilities 

1. Ability to develop and maintain working relationships among with users, staff, colleagues, 
other department stakeholders and vendors. 

2. Ability to serve as liaison with the Department of Information Technology in the planning, 
development, selection of applicable information systems. 

3. Ability to interpret Supervise technical and clerical personnel. 
4. Work under established deadlines. 
5. Recommend and direct service changes. 
6. Align business requirements to delivered or utilized technologies. 
7. Analyze community needs and recommend specific methods to respond to identified needs. 
8. Develop goals and objectives and to establish priorities. 
9. Establish and maintain effective professional relationships among colleagues, staff, 

customers and the general public. 
10. Formulate and implement effective policies and procedures. 
11. Direct the work of staff, maintaining good morale and discipline. 
12. Liaison with City departments regarding information systems planning, development, 

education, and trouble-shooting. 
13. Assist other staff members with information systems. 
14. Clearly and effectively prepare and present oral and written communications to varying levels 

of technically aware audiences. 
15. Receive and execute complex instructions. 
16. Perform feasibility and cost comparison studies. 
17. Work within established deadlines and create detailed timelines for project management. 
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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 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 
Uses advanced analytical and theoretical methods in the analysis or interpretation of abstract work of a 
professional, fiscal, or managerial nature and formulates new techniques or recommendations, or makes 
decisions which impact both the organization and the discipline. 
 
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. 
 

 


