
 

 
Volunteer Resources and Resiliency Program 
Administrator #02958 
City of Virginia Beach – Job Description 
Date of Last Revision: 09-23-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  14 
 
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 
Serve as the Administrator for two of the City Manager’s priority units, Volunteer Resources and Recovery 
and Resiliency Resources. Liaise between City management, City departments and non-government 
leaders to facilitate the provision of a variety of City services; investigate, coordinate, and facilitate the 
appropriate actions and activities of the City of Virginia Beach in response to public concerns or requests 
for service; establish a cooperative partnership between the City and the community it serves and 
develop a work plan which involves input from all stakeholders. Administer and oversee functions of the 
both the City’s Volunteer Program and Recovery and Resiliency program as well as the assigned staff 
and volunteers to ensure integration of needed resources into related programs and projects. Oversee a 
broad range of recovery and resiliency program services in support of grant funded activities and 
operations for those impacted by the May 31, 2019 tragedy. 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 
Manage the staff and programs of the Office of Volunteer Resources and Recovery & Resiliency 
Program. 

Advocate, champion and build volunteer coalitions to assist residents and businesses with improving 
quality of life, emergency preparedness and special projects; and coordinate the development, 
implementation, and enhancement of the City’s Volunteer Program and its availability to support City 
Council’s priorities. 
 
Coordinate and act as liaison between City and partner organizations to coordinate grant funded 
recovery program services.  Coordinate with appropriate City leaders and staff to provide ongoing 
services to victims/survivors, including but not limited to navigation services, alternative therapies, 
counseling, facilitated gatherings, training classes forums and workshops.  
 
Serves as the lead for ESF 17 Volunteer and Donations Management before, during and after a 
disaster/emergency. 
 

Develop and maintain management information, City services outcomes, and project reporting system to 
regularly brief City authorities of the status of activities/projects; and prepare and assist in the 
presentation of annual report to City leadership. This includes but is not limited to regular reports to City 
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Council, participation in the City’s VB Stat program, Open Data initiatives, Innovation Academies, and 
the VB Strategic Planning process. 
 
Responsible for all aspects of grant administration for the recovery & resiliency program to include 
budget development and management, accounting, quarterly reporting, requests for reimbursement.  
Assist with grant reporting requirements and implementation of quality assurance evaluations.  
 
Determine needs/concerns of resiliency, volunteer and community concerns through needs 
assessments, surveys, focus groups, etc.; and assess current service programs available and identify 
gaps and duplications. Develop solutions for addressing resiliency and volunteer program initiatives. 
 
 

Coordinate services and training from one or more City departments relating to resolving public concerns 
or requests for service and facilitate equitable solutions. 
 
Attend community meetings with citizen groups, employees or organizations regarding their concerns and 
present information on the municipal structure, how it serves the public, and the City agencies and 
services available to support projects. This includes some related City Council appointed Boards, 
Commissions, and Committees. 
 
Compile regular statistics and prepare reports for the City Manager on the types of issues and progress 
regarding resolution. 
 
Identify and implement catalyst projects, specific actions, required funds, and timing for executing 
projects on definitive deadlines. 
 
 

Assist staff and volunteers in developing communication strategies for the provision of City services. 
 
Manage staff workflows and timelines.  
 
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 
Exercise a high degree of independent judgment and initiative. Communicate effectively, both orally and 
in writing. Accurately identify community needs and recommend appropriate actions. Effectively lead 
coalition teams and community stakeholders in developing and implementing a strategic plan. Effectively 
coordinate the Volunteer Program, grant funded recovery programs services, ensure compliance with 
grant requirements and federal regulations, and maximize citizen participation to enhance the quality of 
life for residents and visitors. Effectively coordinate the functions of City departments; successfully 
communicate and collaborate with City departments, City leaders, staff, and outside agencies, community 
groups, and citizens; coordinate and facilitate the expansion of services for diverse populations to 
effectively and efficiently meet the needs of the community; prepare and submit reports in an accurate 
and timely manner, including significant issues and present sound rationale for recommended courses of 
action. Collect, manage and analyze community indicators, data and statistics and effectively 
communicate a strategic direction to stakeholders and coalition members. Manage projects and move 
tasks forward in an efficient manner; effectively facilitate large group meetings with senior leadership 
officials and maintain effective networks with other outside agencies, victims, and community groups. 
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Minimum Qualifications 
Requires a bachelor’s degree and seven (7) years of experience or any combination of education and 
experience equivalent to eleven (11) years in fields utilizing the required knowledge, skills, and abilities 
associated with program management. 
 
Must have a valid driver’s license.    

Preferred Qualifications 
 
Master’s degree in a relevant field 
 
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 operational functions and organizational structures of municipal departments 
and agencies.  

2. Knowledge of program management, development, implementation, management, long-
term recovery programs, and community and resilience programs.  

3. Knowledge of advocacy strategies.  
4. Knowledge of research methods and statistical analysis.  
5. Knowledge of strategic planning techniques and group facilitation.  
6. Knowledge of the principles of marketing and public relations.  
7. Knowledge of group dynamics, management and supervisory practices, procedures and 

techniques.  
8. Knowledge of legal liability and contracts.  
9. Knowledge of organizational dynamics.  
10. Knowledge of municipal finance and budgeting procedures.  
11. Knowledge of principles and techniques of public or business administration.  
12. Knowledge of city ordinances, policies, and procedures.  
13. Knowledge of provisions under which volunteers may participate in city programs and 

projects. 
14. Knowledge of grant administration procedures.  
15. Knowledge of State and local laws, rules, regulations, and procedures relating to 

employment or personnel practices. 
16. Knowledge of trauma informed practices and people first communication 

B. Skills 
1. Skill in developing courses of action, policy, or process.  
2. Skill in collaboration and consensus building.  
3. Skill in developing and implementing innovative strategies.  
4. Skill in project management.  
5. Skill in building cooperative internal and external relations.  
6. Skill in short- and long-range planning.  
7. Skill in effective supervising administrative and support functions, management of diverse 

staff that facilitates a cooperative team-working environment.  
8. Skill in diplomatically and effectively dealing with citizens, city council members, outside 

agencies, department heads, and other city employees in resolving issues.  
9. Skill in blending the activities of city members and volunteers. 
10. Skill in communicating complex and/or sensitive information both orally and in writing. 
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11. Skill in conducting analytical research and preparation of related narrative reports. 
12. Skill in recognizing problems and initiating corrective action using logical decision-making 

techniques. 
13. Skill in budget preparation. 

C. Abilities 
 

1. Ability to solve problems and find effective solutions.  
2. Ability to be innovative and resourceful in identifying, developing and maximizing resources 

and engage in community partnerships.  
3. Ability to motivate and engage others in accomplishing initiatives.  
4. Ability to manage multiple projects simultaneously.  
5. Ability to occasionally work an irregular schedule to accommodate facility hours and 

events.  
6. Ability to effectively communicate and collaborate with other city employees, customers, 

volunteers, and the general public both orally and in writing.  
7. Ability to work efficiently and plan own work assignments and schedule to meet long term 

goals and objectives.  
8. Ability to perform a wide range of complex tasks with little predictability as to their 

occurrence.  
9. Ability to establish and maintain effective working relationships with community leaders, the 

public, city officials, supervisors, subordinates, co-workers, and volunteers.  
10. Ability to work with diverse groups and obtain consensus on complex issues or policies to 

complete work satisfactorily.  
11. Ability to interpret, administer, remember and apply complex procedures, policies and laws 

as they relate to work tasks.  
12. Ability to adjust routine procedures to accommodate challenges or improve processes.  
13. Ability to adjust to typical work stressors and maintain composure in stressful situations.  
14. Ability to direct, control, and plan the work of others.  
15. Ability to conduct complex research and analysis and prepare detailed reports based on 

that work. 
16. Ability to maintain confidentiality. 

 
 

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. 
 
 


