
 

 
Water Service Inspector II #01055 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-04-2022 

FLSA Status:  Non-Exempt Pay Plan:  General 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 
Perform technical customer relations functions in the areas of turning on and cutting off water 
service and thoroughly investigating various types of service complaints; serve in acting capacity for 
the Utility Services Supervisor as necessary; and provide assistance to other Water Service 
Inspectors to ensure that all daily work is completed. 
 
Representative Work Functions and Responsibilities 
Provide water service to Public Utilities customers as requested; perform delinquent account 
services as directed; field investigate properties to verify meter and account records; investigate 
high bill complaints; investigate illegal water connections; collect delinquent service charges and 
payments; document collections; record work orders and daily work sheets; collect and enter data 
using spreadsheets and other reporting formats. 
 
Stoop, bend, and kneel on concrete, dirt, and mud to read underground water meters; and lift iron 
plates usually weighing 20 pounds or more 40 to 60 times per day. 
 
Work alone, but in concert with other inspectors to fulfill same day service objectives 
 
Maintain all equipment and vehicles in proper working order to minimize delays due to downtime. 
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 
Ensure that customers have service turned on or cut off as requested; ensure that meter and 
account information in the field correlates with office records;  perform work with minimal errors, 
ensure that customer complaints are thoroughly investigated in the field by performing meter 
checks, rereads, and inspections outside the customer's dwelling by questioning and instructing the 
customer; maintain composure and professional demeanor at all times; ensure that delinquent 
services are turned on or cut off as directed; respond to emergency turn-off requests; ensure that 
work sheets, work orders, and checks from turn-on fees and delinquent service charges are 
accounted for and balanced on a daily basis; document illegal water users and confiscate illegal 
straight connections; replace meter box lids; raise meter boxes; check tools and vehicle daily for 
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mechanical or safety problems; and locate and uncover buried meter boxes. 
 
Minimum Qualifications 
Any equivalent combination of High school or GED plus three (3) years in fields such as water 
service inspection, customer service, and collections. 
 
Must 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. 
 
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 to 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. 
 
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. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of water service rules and regulations. 
2. Knowledge of geographical street locations in the City and working familiarity with all 

zones covered by the Water Service Inspectors. 
3. Knowledge of the mechanics and operation of water meters. 
4. Knowledge of the basic use of the Outlook, Banner, Excel, and G. I. S. computer 

programs. 
5. Knowledge of acceptable customer service practices. 

B. Skills 
1. Skill in reading water meters. 
2. Skill in communicating with the public face-to-face in difficult situations by using tact and 

diplomacy. 
3. Skill in using judgment and making decisions in the field on demand. 
4. Skill in the basic use of necessary computer applications.  

C. Abilities 
1. Ability to write legibly and to maintain account records. 
2. Ability to plan daily work schedules. 
3. Ability to maintain effective working relationships and good communication with the 

public, fellow inspectors, and other office staff. 
4. Ability to communicate effectively and problem-solve. 
5. Ability to balance needs of customer with department’s goals. 
6. Ability to work independently with little or no supervision with no facilities available. 
7. Ability to read maps and plats with rapid and accurate orientation. 
8. Ability to stoop, kneel and lift a minimum of 40 to 60 meter lids daily weighing at least 20 

pounds. 
9. Ability to lift and open valve box lids weighing an average of 75 pounds. 
10. Ability to use shovels and basic tools to dig out buried meter boxes. 
11. Ability to use a metal detector to locate buried water meters. 
12. Ability to work outside for extended periods of time in all weather conditions.  
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13. Ability to safely operate a motor vehicle in all traffic and weather conditions. 
 
 

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. 
 

 


