
 

 
Vendor Relations & Performance Coordinator 
#03145 
City of Virginia Beach – Job Description 
Date of Last Revision:  11-08-2021 

FLSA Status:  Exempt Pay Plan: Administrative  Grade:  12 
 
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 
Responsible for managing vendor, contract, and/or grant life cycles to include solicitation of vendor 
proposals, contract and grant management (terms and conditions), clarifications or approved adaptations 
to contracts and service level agreements (SLAs), development and assessment of effective performance 
measures, contract renewals, coordinating and participating negotiations, and related reporting to senior 
leadership.  Overall, the incumbent will build, maintain and enhance positive relationships between the 
department, its vendors and City stakeholders.  Overall, the position must ensure these relationships are 
being achieved through open dialogue, timely response and trust.  All responsibilities will be performed in 
close collaboration with the City’s Finance and Procurement leadership and staff. 

Representative Work Functions and Responsibilities 
Serve as a member of vendor selection, contract management, and grant management teams. 
 
Interpret complex contract/grant terms and provisions and make recommendations regarding appropriate 
action. 
 
Develop and direct the relationships with multiple strategic (high-spend, high-value and high-dependence) 
vendors and act as the liaison between vendors, granting agencies, organizational leadership and 
user/clients. 
 
Develop governance process frameworks for interactions and integrations with the different vendor(s) and 
granting agencies. 
 
Monitor and evaluate vendor performance and adherence to contract/grant terms and conditions.  
 
Maintain and report on business metrics; including delivery, reliability, quality and accuracy of estimates 
and invoices. Responsible for establishing and/or monitoring of Vendor Service Level Agreements (SLA) 
against contract terms for primary vendors and business partners.   
 
Responsible for the clear communication and understanding of user/client and organization’s 
expectations and performance standards to be placed on the selected vendor and/or City staff. 

 
Act as the point of accountability for escalation and arbitration for relationship issues and, if all other 
avenues of vendor management fail, operational problems.  Identify the risk for future critical issues and 
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contractual failures; notify project team members, vendor representatives and leadership; and propose 
possible interventions. 
 
Interpret complex contract/grant terms and provisions and make recommendations regarding appropriate 
action. 
 
Maintain personal knowledge of highly specialist and complex product and service offerings and sourcing 
strategies that align with business strategies to ensure the best possible performance and outcomes at 
the lowest cost.   
 
Serve as a member of the department’s consultative team, to advise business leaders as objectives and 
strategic initiatives are being discussed; propose alternative means of department support for achieving 
intended outcomes. 
 
Collaborate with Purchasing, Finance, City Attorney and customer agencies on financial and contractual 
matters.   
 
Keep vendors informed on developments in the organization, external influences, and changes in client 
needs that might affect systems development, configuration or operating platforms. 
 
Coordinate appropriate internal and external representatives during problem definition and resolution 
efforts; engages appropriate representatives and services to overcome impasses - actual and anticipated. 
 
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 utilize the modern tools of systems analysis; accurately assists in the preparation of cost 
benefit analyses; diplomatically respond to requests for services and information; clearly and concisely 
prepare status reports and other presentations as required; effectively communicate both orally and in 
writing with users, co-workers and other municipal personnel; consistently work within established 
deadlines; and effectively manage available resources. 
 
Accurately analyze, evaluate, and assess the variables surrounding technical procurement; vendor 
management, contract management and grant management activities.  Successfully work to improve 
internal customer satisfaction, focusing on the alignment of customer goals and expectations, with, 
effective delivery against these goals by the vendor and/or contract. Vendor performance (that is 
innovation, collaboration, impact on business performance and relates aspects) is a factor, as well as the 
continuous improvement of these performance metrics. 
 
Minimum Qualifications 
A Bachelor’s degree in business administration, public administration, information technology or related 
field plus five (5) years of professional vendor, procurement and contracts experience; OR any 
combination of education (above high school level) and experience equivalent to nine (9) years in fields 
utilizing the required knowledge, skills, and abilities; and associated with positions such as contract 
administrator, buyer, procurement specialist. 
 
Experience must include the assessment and enforcement of contractual service level agreements 
(SLAs) and resolution of product performance issues. 
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Preferred Qualifications 
Work experience supporting an organization of comparable size to the City of Virginia Beach. 
 
Experience in the negotiation and administration of perpetuating contracts, and specific experience 
administering contracts with existing and comparable vendors being utilized by the City. Specifically, with 
technology contracts. 
 
Progressive professional experience in the lease / licensing / purchase, negotiations and closing, of 
department specific applications, equipment, services, and staff augmentation services. 
 
Preferences will be specified by the hiring department as positions are posted for recruiting needs. 
 
Special Requirements 
Current, professional certification in procurement administration or vendor management, as specified by 
the hiring department.  Must maintain certification as a condition of employment. 
 
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. 
 
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 principals of business, finance, economics, or information technology with 
emphasis on quantitative analysis and decision making.  

2. Demonstrated skills of budget control, performance analysis and contract/grant management.  
3. Knowledge of vendor performance metrics and their effective application in vendor 

assessment and contract negotiations. 
4. Practical knowledge of current vendor management software. 
5. Well versed in department specific terminology associated with lease / licensing, equipment 

procurement, outsourcing contracts, and related financial terms.    
6. Comprehensive understanding of policies and procedures associated with purchase 

contracts and grants; to include such concepts as indemnification and amendments. 
7. Current knowledge of department specific nomenclature, product terms, concepts, and 

practices.  
8. Understanding of vendor motivations, strategic plans, and market challenges. 
9. Strong ability to communicate with IT users and business leaders to effectively document and 

articulate, to third parties, requirements, expectations, and value measures. 
10. Knowledge of market trends in contract and pricing models, service delivery and performance 

management, and innovations. 
11. Knowledge of City, state and federal procurement rules, policies, and procedures. 

B. Skills 
1. Strong dispute resolution and mediation skills to handle issue escalation and to drive win-win 

outcomes for both parties. 
2. Superior analytical skills to monitor and review vendors’ financial and operational 

performances. 
3. Excellent reading comprehension to quickly and accurately assess vendor proposals, 

contractual details, and grant requirements. 
4. Skill in interpreting complex contract documents. 
5. Skill in reviewing and preparing reports for upper-level management. 
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6. Skill in financial management practices including asset and payment tracking. 
7. Skill in developing comprehensive reports and completing complex paperwork as part of 

contracts and grant packages. 
 

C. Abilities 
1. Must be able to negotiate and collaborate with vendors at many different levels. 
2. Possess and demonstrate good presentation and communication skills to ensure vendors 

understand their contractual requirements and client / system needs. 
3. Must be a good team player, working closely with colleagues in purchasing, quality control, 

systems development, delivery, and logistics to understand and meet their requirements and 
expectations of vendor performance. 

4. Superior ability to draw out client-user requirements, effectively bridging Information 
Technology, vendor and client nomenclature. 

5. Ability to manage across organizational boundaries, with the goal of understanding political 

drivers and influencers. 

6. Strong relationship and interpersonal skills to be applied in working with vendors across the 

entire contract life cycle. 

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. 
 
 


