
 

 
Assistant to the City Manager/Community 
Affairs Liaison #02059 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-28-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  13 
 
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 
Investigate and initiate appropriate action in response to public complaints or requests for municipal 
service directed to the City Manager's Office; coordinate submission of city council agenda; assist the City 
Manager in a variety of administrative duties. 
 
Representative Work Functions and Responsibilities 
Intercept, investigate, and respond to complaints/inquiries directed to the Office of the City Manager by 
citizens regarding services, policies, and ordinances to provide timely information/response by 
interpreting city ordinances, policies and practices; serve as the city's contact for various 
community/homeowners’ associations to provide information on city services/policies and to assist in 
acquiring any necessary assistance; and deal frequently with members of the press/media regarding 
issues relating to action taken by city council and concerns of citizens to ensure they receive accurate 
and timely information and maintain an effective working relationship. 
 
Deal directly with the Mayor and members of city council on a daily basis to provide information regarding 
services, policies and ordinances for their information and for them to respond to constituents, frequently 
contacting citizens for them or preparing correspondence in their behalf. 
 
Set up and maintain computer system for tracking citizen concerns to efficiently monitor information, 
compile statistics, and prepare reports on type of complaints, origin, numbers, and any other necessary 
data to assist in handling requests more effectively and target any problem areas which may arise. 
 
Coordinate development and submission of City Manager's office budget; and monitor office expenditures 
to make recommendations for future budgets, assure funds are available, and serve as contact point for 
other departments/vendors. 
 
Coordinate City Manager's agenda submitted to city council weekly to ensure adequate information is 
included, completeness and accuracy; and attend weekly city council meetings to develop understanding 
of issues presented to council for submission of future agendas, for future response to requests for 
information from citizens or council members and to serve as contact point for information regarding 
disposition of items considered each week. 
 
Represent City Manager on various boards and  committees, such as the farmer's market management 
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team, board of directors of community associations, etc., to make recommendations and decisions as 
they relate to his office and provide  information on city policies/practices; and represent the City 
Manager's Office on committees, such as the management team and training committee, to coordinate 
activities such as training and keep staff informed on personnel issues. 
 
Coordinate the city's annual city employee hall of fame program to ensure it receives adequate publicity, 
committees are formed for selecting the winners, and winners are appropriately recognized. 
 
Make presentations to citizen groups or organizations regarding city services and agencies to provide an 
understanding of the municipal structure and how it serves the public.  
 
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 communicate, orally and in writing, with citizens, city council members, outside agencies, city 
manager, department heads, and other city employees; accurately and diplomatically responds to 
complaints and requests for service/information from citizens and city council members; coordinate 
preparation of city council agenda in an accurate and timely manner; thoroughly review and monitor office 
expenditures for budget recommendations and preparation.  
 
Minimum Qualifications 
Bachelor’s degree in business, public administration, public relations or related field and six (6) of 
experience utilizing the knowledge, skills, and abilities associated with such positions as administrative 
assistant, ombudsman, executive assistant, or assistant to the city manager OR an equivalent 
combination of education (above high school level) and/or experience equivalent to ten (10) years in 
fields utilizing the knowledge, skills, and abilities associated with this position.  
 
Preferred Qualifications 
Bachelor’s degree in business, public administration, public relations or related field. 
 
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. 
 
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 municipal finance and budgeting procedures. 
3. Knowledge of principles and techniques of public or business administration. 
4. Knowledge of city ordinances, policies, and procedures. 

B. Skills 
1. Skill in the clear and concise communication (orally and in writing) of information relating to 

operational functions and organizational structures of municipal departments and agencies. 
2. Skill in diplomatically and effectively dealing with citizens, city council members, outside 

agencies, department heads, and other city employees in resolving issues. 
3. Skill in compiling statistical information and preparing accurate reports from that information. 
4. Skill in maintaining computerized complaint tracking system and working with data base 

systems. 
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5. Skill in monitoring of office expenditures and preparation of budget. 
6. Skill in interpretation and application of city policies and procedures related to citizen 

inquiries/complaints. 
7. Skill in coordinating events/activities and evaluating programs. 

C. Abilities 
1. Ability to establish and maintain effective working relationships with city council members, city 

officials, and employees. 
2. Ability to present information accurately, clearly, and diplomatically regarding city policies and 

procedures to citizens and handle and resolve difficult and disagreeable complaints. 
3. Ability to recognize any inadequacies in the complaint-handling process and take necessary 

steps for correction. 
4. Ability to make presentations to citizen groups and organizations. 
5. Ability to assume responsibility with minimal direction, solve related problems, and develop 

approaches to handling situations. 
6. Ability to work effectively within a committee framework. 

 
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. 
 
 


