
 

 
Clerk Cashier – Parks & Recreation #00040 
 
City of Virginia Beach  – Job Description 
Date of Last Revision: 05-09-2016 

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 
Provide front line quality customer service experiences to internal and external customers in a Recreation 
Center or office to include: Provide information to customers by phone and in person regarding 
Department programs, services, facility usage, and membership packages/requirements, as well as 
general information. Assist customers with registering for departmental services, purchasing 
memberships, day passes, and other items, collecting fees utilizing point of sale (POS) system. Upsell 
programs and services. Resolve customer concerns and diffuse confrontational situations.  
 
Representative Work Functions and Responsibilities 
Provide quality customer experiences to internal and external customers via multi-line telephone and 
face-to-face interaction. Answer general information to public inquiries.  Provide front desk and scanning 
desk coverage. Oversee operation of the front desk in the absence of the Office Supervisor and Account 
Clerk II. Provide facility tours and cross-promote programs and memberships. Provide accurate and 
detailed information about City Recreation Centers and Department services. Assist customers with 
registration for classes, programs, activities, and room rentals. Sell and collect fees via point of sale 
system for memberships, day passes, and other services. Audit forms to ensure information is accurate 
and complete. Verify and update account information in database. Reconcile forms to ensure all required 
documentation is submitted. Prepare, route, and track permits and contracts for room rentals and events.  
 
Prepare deposits and make bank runs. Balance daily revenue reports.  Detect and correct problems with 
revenue. Research, decipher and discuss customers’ accounts and make necessary adjustments. 
Conduct inventory and order necessary office supplies. May prepare and submit payment vouchers. 
 
Complete spreadsheets for daily and monthly reports.  Compile and provide statistical reports to staff and 
supervisors. Enter incident/injury reports into the appropriate database / third party administrator program. 
Record and type minutes from staff meetings.  Type contracts. Create flyers. Make copies and maintain 
file system for documents. Manage records retention practices. Prepare correspondence in response to 
inquiries. Read and route mail. 
 
Assist with training new Clerk Cashier, Operations Assistant I, and part-time Facility Customer Assistant 
staff. 
 
Interpret and enforce City, Department, and Recreation Center Policies and Procedures. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
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duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Develop a good rapport with customers and staff. Feedback received from internal and external 
customers is positive with regard to performance; information and services provided are timely, clear and 
accurate; financial records and deposits are complete and accurate; typing assignments are completed in 
a timely and accurate manner. 
 
Minimum Qualifications 
High School or GED plus one (1) year of experience in the 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 
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. 

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.  Knowledges 

1. Knowledge of office procedures. 
2. Knowledge of departmental organization structure of municipal government. 
3. Knowledge of municipal accounting procedures. 
4. Knowledge of point of sale (POS) system. 

B. Skills 
1. Skills in dealing with the public. 
2. Skill in use of Microsoft Word, Excel, and entering data. 
3. Skill in oral and written communication. 
4. Skill in supervision. 
5. Skill in operation of office equipment including computer, calculator, and copier. 
6. Skill in interpreting policies and procedures. 
7. Skill in maintaining records and accounts. 

C. Abilities 
1. Ability to follow oral and written instructions. 
2. Ability to develop and maintain a good rapport with internal and external customers. 
3. Ability to provide quality customer experience. 
4. Ability to work under stressful conditions on a regular basis. 
5. Ability to communicate effectively. 
6. Ability to solve problems or brainstorm solutions. 

 

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. 
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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 small 
division of an operating agency; requires normal attention with short periods of concentration for 
accurate results or occasional exposure to unusual pressure.  Positions are responsible for sales, 
exchanges, and other customer services to the public. 
 
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. 
 

 


