
 

 
Waste Management Administrator #02559 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-09-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  18 
 
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 
Organize, plan and direct the administrative offices and functions of waste collection, City landfill 
operations, and recycling; and coordinate Virginia Beach role in regional waste management issues. 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 
Prepare and coordinate long-range plans to ensure effective and efficient operation of the division and 
associated projects. 
 
Prepare and negotiate agreements with other agencies and contractors on behalf of the City. 
 
Purchase equipment most effective for operation. 
  
Implement improvements in operations to assure efficient use of equipment and personnel. 
  
Take appropriate action in response to public complaints and/or requests for service. 
  
Coordinate field activities and equipment on a routine basis to ensure optimum efficiency and production. 
  
Coordinate all regulatory issues with the Virginia Department of Environmental Quality and with outside 
consultant engineers. 
 
Supervise the work of staff to ensure adherence to policies and procedures. 
  
Coordinate all City waste management issues related to the region as representative to the Southeastern 
Public Service Authority. 
 
Regularly make presentations to City Manager and/or City Council. 
 
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. 
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Performance Standards 
Effectively prepare long-range plans for the division that include financial analysis and project review; 
routinely monitor the work of staff for conformance with City and departmental policies and practices; 
accurately determine standards and equipment necessary to provide optimum efficiency; promptly and 
tactfully respond to requests for public assistance; make presentations to public groups and to City 
Council; effectively negotiate agreements with other agencies and contractors to reduce costs associated 
with City projects; responsible for all waste management regulatory compliance; and coordinate 
personnel issues with Human Resources and Personnel Board. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent twelve 
(12) years in fields utilizing the required knowledge, skills and abilities, such as business or public 
administration; or any equivalent combination of experience and training which provides 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. 
 
This position may require that incumbents wear and maintain appropriate personal protective equipment 
such as, but not limited to, steel toed shoes, hard hats, safety glasses, gloves, or other safety attire and 
equipment in designated areas of risk.  Specific requirements will be determined and communicated by 
the employee’s supervisor based on position assigned. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of the methods, practices, problems, and laws of waste management and general 
business administration. 

2. Knowledge of financial methods to prepare budgets and multi-million dollar revenue sources 
and expenditures for major projects and daily operations. 

3. Knowledge of safety precautions necessary to assure protection of employees and the 
general public. 

4. Knowledge of contract administration, policies and procedures. 
B. Skills 

1. Skill in coordinating many different activities within the division and on a regional basis.   
2. Skill in preparing accurate long-range plans to assure optimum allocation of personnel and 

equipment for service delivery. 
3. Skill in preparing and negotiating contracts and agreements with other agencies and 

contractors. 
4. Skill in preparing comprehensive reports concerning functional operations. 
5. Skill in making presentations to public groups and City Council. 
6. Skill in supervising a large work force. 

C. Abilities 
1. Ability to effectively communicate both orally and in writing. 
2. Ability to coordinate and supervise the work of others. 
3. Ability to gather data and make extensive presentations and recommendations on operational 

requirements. 
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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. 
 
 


