
 

 
Youth Coach- # 03145 
 
City of Virginia Beach – Job Description 
Date of Last Revision: 05-30-2018 

FLSA Status:  N/A Pay Plan:  Hourly Grade:  N/A 
 
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 

Exhibit and follow the City of Virginia Beach and Department of Parks and Recreation Customer Service 

Standards  
Assist in the planning, implementation,  and evaluation of the Summer Youth Employment 
Program.  Provide a safe environment, supervision, discipline, and other supports needed for 
Summer Youth Workers placed within City Departments and private Companies/Organizations. 
 
Representative Work Functions and Responsibilities 
 
The Summer Youth Employment Program (SYEP) Job Coach will assist the Program Coordinator with the 
implementation of the SYEP including, but not limited to the following functions: 
 
Assist with planning the participant orientation and provide support to workshop facilitators, as needed.   
Monitor worksite behavior; conduct on site coaching and counseling of SYEP participants at locations 
throughout the city 
 
Handle discipline issues and develop/enforce rules and regulations.  
 
Supervise, coach and evaluate youth workers performance, as needed. 
 
Establish and maintain cooperative relationships with administration, employers and workers; Visit  
worksites to ensure youth participants are being properly supervised, labor laws are being followed and 
program quality is upheld at the worksites 
 
Maintain data, perform data entry duties and prepare correspondence.  
 
Complete required paperwork and prepare weekly documents – including time distribution sheets. 
 
Operate office equipment including, multi-function copier, computer, calculator, multi-line telephone, etc. 
 
Prepare and submit required reports. 
 
Follow established protocol in reporting any sensitive worker information concerns. 
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Ensure and maintain the confidential treatment of participant and staff information.  
 
Respond to and follow through in emergency situations. 
 
Proactively promote a positive work environment. Create an environment which is inclusive. 
 
Request and maintain program supplies, equipment and other necessary materials.  
 
Assist as needed in planning and conducting special events. 
 
Attend and participate in all scheduled in-service trainings, staff meetings, and mandatory trainings. 
Ensure all mandatory trainings/certifications are current and maintained throughout employment. 
 
Required to operate motor vehicle in carrying out assigned duties. 
 
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 the 
current workloads and department needs. 
 
Performance Standards 
Provides quality customer service externally and internally; prepares and maintains accurate 
documentation of records such as applications, time distribution sheets, employer information, and 
required forms; provides directions, guidance and support to program workers and serves as a resource 
to site supervisors; answers the telephone in an efficient and courteous manner; directs calls to the 
appropriate staff or takes accurate and complete messages; answers questions concerning the program, 
the department and supporting organizations 
 
Minimum Qualifications 
Age: at least 21 years old:  
Education: High school diploma or GED  
Experience:  6 months related experience, either in a paid or volunteer capacity or any equivalent 
combination of experience and training which provides the required knowledge, skills, and abilities. 
 
Requires 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 
Must be able to work rotating shifts days, evenings, including weekends and holidays and be available to 
work overtime when required to meet operational needs; occasionally works evenings or weekends for 
special events and trainings 
 
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. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of effective customer service practices 
2. Knowledge of programs and services provided by the department 
3. Knowledge of Microsoft Office Programs to include, excel, publisher, word and PowerPoint 
4. Knowledge of youth development initiatives  

 

B. Skills 
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1. Skill in leadership and supervisor of program participants or employees 
2. Skill in problem solving using applied standard procedures 

 

C. Abilities 
1. Ability to work effectively with youth  
2. Ability to establish and maintain effective working relationships 
3. Ability to read and comprehend written material  
4. Ability to communicate orally and in writing 
5. Ability to organize time and activities 
6. Ability to enforce safety practices 
7. Ability to work independently  

 

 
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. 
Performs clerical, manual, and technical tasks requiring a wide range of procedures and may require 
intensive understanding of a restricted field or complete familiarity with the functions of a unit or division of 
an operating agency; requires normal attention with short periods of concentration for accurate results or 
occasional exposure to unusual pressure.  
 
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. 
This job requires normal visual acuity, and field of vision, hearing, and speaking. 

 


