
 

 
Clerk Cashier – Museums  #00040 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-11-2022 
 
 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  12 
 
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 responsible clerical work, customer service to internal and external customers, and cash 
handling duties.  
 
Representative Work Functions and Responsibilities 
Collect payments received over the counter (points-of-sale), by telephone, or by mail for fees, products 
and services; operate cash register, touch-screens, or other transaction recording devices; account for all 
monies issued and collected; record receipt of payments; balance cash on hand against receipts issued 
daily; detect and correct problems with revenue; prepare deposits; and balance daily revenue reports. 
 
Perform arithmetical/mathematical calculations to compute interest, penalties, partial payments, fees, 
refunds, change due customer, etc. 
 
Provide quality service to internal and external customers by phone and in-person; handle multi-line 
telephone; assist customers with registering for classes/programs/activities, making reservations, 
purchasing of memberships, day passes, and point-of-sale items, etc.; and provide accurate and detailed 
information covering City, departmental or division/facility services. 
 
May have the discretion to issue refunds, accept expired passes, or issue free passes. 
 
Receive and enter information on forms and into the computer for reservations for shelters, facility 
bookings, and events. 
 
Prepares, routes, issues, and/or tracks permits, licenses, memberships and/or contracts for room rentals, 
events, facility access, etc., as applicable to area assigned. 
 
Enter data into spreadsheets and/or databases, and run periodic reports. 
 
Issue licenses, permits, or memberships. 
 
Research records to provide information or resolve customer issues or concerns; research, decipher and 
discuss customer’s accounts and make necessary adjustments. 
 
Interpret and enforce policies and procedures. 
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Perform responsible clerical duties such as typing incident/accident reports, flyers, and contracts; 
recording and typing minutes from staff meetings; making copies; filing; record keeping; and other clerical 
duties as needed. 
 
Conduct inventory and order necessary office supplies. 
 
Assist with training new, part-time, and/or seasonal temporary staff and volunteers. 
 
May oversee the operation of front line customer service desk in the absence of supervisor. 
 
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 
Accurately perform monetary transactions and account for all monies received; accurately record  receipt 
of payments; financial records and deposits are complete and accurate; correctly issue licenses, permits 
and memberships, obtaining all required information; quickly and accurately research records to provide  
customers with correct information; accurately compute interest, penalties, partial payments, fees. 
refunds; deal courteously and efficiently with general public;  information and services provided is timely, 
clear and accurate; typing assignments completed in a timely and accurate manner; develop a good 
rapport with customers and staff; and positive feedback is received from internal and external customers 
with regard to performance. 
 
Minimum Qualifications 
High school or GED plus one (1) year of experience in fields providing the required knowledge, skills and 
abilities; 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.  Depending on area assigned, may be 
required to work evenings, nights, weekends and holidays and be available to work overtime when 
required to meet operational needs. 

 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledges 

1. Knowledge of departmental organization and purpose. 
2. Knowledge of state and local tax codes as relevant to assigned area. 
3. Knowledge of municipal accounting procedures. 
4. Knowledge of office procedures. 

B. Skills 
1. Skill in dealing with the public. 
2. Skill in operating standard office equipment and machinery including point-of-sale devices, as 

well as city standard software applications. 
3. Skill in calculating change due to customer. 
4. Skill in maintaining records and accounts.  
5. Skill in effective oral and written communication. 
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6. Skill in supervision. 
7. Skill in interpreting policies and procedures. 
8. Skill in visual auditing as relevant to assigned area. 
9. Skill in performing basic mathematical computations and analyzing data. 
10. Skill in counting revenues, as well as completing and maintaining financial records. 

C. Abilities 
1. Ability to work under very stressful conditions on a daily basis. 
2. Ability to perform basic arithmetical/mathematical computations. 
3. Ability to analyze data. 
4. Ability to follow oral and written instructions. 
5. Ability to develop and maintain a good rapport with internal and external customers. 
6. Ability to instruct others. 

 
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. 
 

 


