
 

 
Code Inspector Supervisor – New 
Construction 01411  
City of Virginia Beach – Job Description 
Date of Last Revision: 08-09-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  26 
 
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 
Supervise the inspection of electrical, mechanical, plumbing, gas, fire, and elevator (and other conveying 
and lifting systems) work in new commercial and residential construction or alterations for compliance 
with the Virginia Uniform Statewide Building (USBC), the State Fire Prevention Code (SFPC), as well as 
all related codes, standards, regulations, and ordinances; enforce Department of Enviromental Quality’s 
(DEQ) stormwater and erosion & sediment control measures on residential construction site; enforce 
state elevator codes via annual inspections; oversee inspection of carnival rides to ensure operational 
safety and compliance with applicable codes; perform related work as required. 
 
 
Representative Work Functions and Responsibilities 
Supervise and oversee the inspection of new building, mechanical, electrical, plumbing, gas, fire systems 
construction, additions and renovations.  
 
Review and oversee the review of trade related construction drawings and specifications to verify 
compliance with all applicable state and local codes; and note discrepancies and inform the architect, 
engineer, or developer in writing, listing the discrepancies and the applicable code sections. 
 
Oversee the inspection of carnival rides for stability of set-up and operational safety. 
 
Coordinate the field work of the Inspectors to ensure compliance with all applicable building, electrical, 
mechanical, plumbing, elevator (and other conveying and lifting systems), and other State and City 
Codes. 
 
Meet with contractors,  homeowners, and/or carnival officials to resolve inspection issues, interpret codes, 
or to approve procedures. 
 
Issue permits as needed once plans have been approved; contractor registration, and business license 
have been verified; and approvals from other departments received through Accela Automated 
Permitting. 
 
Plan, assign, and prioritize the daily work of assigned Inspectors after reviewing volume of inspection 
requests and the nature of complaints through Accela Automated Permitting. 
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Perform other supervisory functions such as granting leave, conducting performance appraisals, and 
initiating disciplinary action where warranted to ensure efficient work flow and productivity. 
 
Assist in the preparation of special reports for higher level authorities by compiling information from office 
records and field inspector reports. 
 
Provide technical review support to the Permits and Inspections Administrator and intakes requests for 
temporary occupancy and modifications to the USBC. 
 
Attend code meetings as a departmental representative to provide information and stay up-to-date on any 
code changes. 
 
Prepare correspondence related to issues in response to memos, letters, e-mails or phone calls. 
 
Handle phone calls from homeowners and contractors involving complaints, violations, inspections, or 
code interpretations. 
 
Appear in court to provide expert testimony in cases involving the applicable State and City code. 
 
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 
Effective supervision is provided throughout the work day in accordance with established office 
procedures to ensure that inspection goals and objectives are met; meetings are arranged which meet 
the needs of concerned parties; daily work assignments are made in a manner which most effectively 
utilizes resources; telephone calls are answered promptly and issues are handled effectively and 
courteously in accordance with office procedures; leave is granted, performance appraisals are 
conducted, and disciplinary actions are handled in accordance with established City policies and 
procedures; permits are issued in accordance with established policies and procedures; correspondence 
is clear and concise and generated in a timely manner; technical information is conveyed accurately. 
 
Minimum Qualifications 
Any combination of education (above high school) and/or experience equivalent to eight (8) years, in 
two or more of the types of positions indicated below utilizing the required knowledge, skills, and 
abilities.  Must possess a valid State Master’s (Trade) Certificate in designated. Must maintain 
certifications as mandated by DHCD requirements through continuing education. 
 

Electrical: Experience in such positions as electrician, electrical equipment or supply 
representative, mechanical worker with strong electrical background, or electrical superintendent; or 
any equivalent combination of experience and training which provides the required knowledge, skills, 
and abilities.  Must maintain an Electrical Master Tradesman Certification. 
 

Mechanical: Experience in positions such as heating and air conditioning mechanic or 
technician; or any equivalent combination of experience and training which provides the required 
knowledge, skills, and abilities. Must maintain a Mechanical Master Tradesman Certification. 
 

Plumbing: Experience in positions such as plumber, plumbing equipment/supply 
representative, mechanical worker with plumbing background, or plumbing superintendent; or any 
equivalent combination of experience and training which provides the required knowledge, skills, and 
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abilities.  Must maintain a Plumbing Master Tradesman Certification. 
 

Building:  Experience in positions such as carpenter, builder, or building superintendent; or 
any equivalent combination of experience and training which provides the required knowledge, skills, 
and abilities.  Maintain DEQ Erosion and Sediment Control Certifications. 
 

Elevator:  Experience in such positions as a building inspector, mechanical inspector, elevator 
mechanic, or amusement ride mechanic; or any equivalent combination of experience and training 
which provides the required knowledge, skills, and abilities.  Must maintain certifications as mandated 
by DHCD requirements through continuing education.  

 
Fire: Experience in positions such as fire inspector, fire plan reviewer, fire alarm installer, fire 

suppression installer; or any equivalent combination of experience and training  which provides the 
required skills, knowledge and abilities. Must maintain DHCD fire prevention inspector, fire protection 
plans examiner and commercial building inspector certifications. 

 
Must have a driver’s license. 

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. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 

A. Knowledge 
1. Extensive knowledge of pertinent multiple disciplines of construction and trade methods, 

practices, and materials. 
2. In-depth knowledge of Uniform Statewide Building Codes, International Code Council 

(ICC), National Electrical Code (NEC), National Fire Protection Agency (NFPA), and 
recognized standards.  

3. Knowledge of other relevant state and city codes, ordinances, and regulations, such as the 
Chesapeake Bay Preservation Act (CPBA), and American w/ Disabilities Act (ADA), Zoning 
Ordinance and Stragetic Growth Areas (SGA). 

4. Knowledge of residential and commercial site plans, surveys, and construction plans. 
5. Knowledge of permitting and receipt procedures. 
6. Knowledge of court procedures. 
7. Knowledge of summons issuance processes. 
8. Knowledge of trade-related math. 

 

9.   Knowledge of City personnel procedures and training and supervisory techniques. 
10.   Knowledge of DEQ Stormwater and Erosion & Sediment Control regulations. 
11.   Knowledge of FEMA Regulations.  
12.   Knowledge of the ACCELA permitting system 

B. Skills 
1. Skill in analyzing and interpreting pertinent residential and commercial construction plans. 
2. Skill in detecting defects in installations and recommending appropriate corrective action. 
3. Skill in supervising, motivating, and training inspectors. 
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4. Skill in using a desk or laptop computer. 
C. Abilities 

1. Ability to plan and supervise the work of others. 
2. Ability to operate a motor vehicle while traveling to numerous sites each day to conduct 

inspections 
3. Ability to maneuver effectively and safely while conducting inspections which may require                                         

bending, crawling, moving over uneven terrain or unfinished surfaces, or maneuvering in and 
around buildings under construction. 

4. Ability to effectively communicate verbally and in writing with contractors, homeowners, 
carnival officials, and employees from other City departments 

5. Ability to effectively explain inspection programs and procedures. 
6. Ability to analyze problems concerning inspections, in order to offer possible solutions. 
7. Ability to resolve conflicts between homeowners/contractors/inspectors. 
8. Ability to analyze and interpret technical information. 
 

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. 
 


