
 

 
Comprehensive Planning Administrator 
#02611 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  17 
 
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 
Performs and supervises citywide comprehensive, strategic growth area (SGA) and transportation 
planning, research and analysis. As a City Manager appointee, this position serves at the pleasure of the 
City Manager and is not considered part of the merit service as defined in City Code, section 2-75. 
 
Representative Work Functions and Responsibilities 
Directs, administers and supervises the activities of the Long Range Planning Division.  
 
Provide direct oversight and administration for the Comprehensive and Transportation Planning, including 
work programming, budgeting, staffing, review, prioritization, coordination and delivery of services to 
ensure objectives of division are met.  
 
Serves as City representative on various regional transit and transportation boards and commissions. 
 
Serves as direct liaison to Hampton Roads Transit (HRT) and manages the City’s contribution and 
planning for regional transit. 
  
Oversee staff from various departments as part of the Comprehensive planning amendment and adoption 
process. 
 
Serves as staff liaison to various city boards, commissions and committees.  
 
Prepare complex reports, plans and amendments for City Council, Planning Commission, other boards 
and commissions and various public agencies. 
 
Develop and maintain Comprehensive Plan, Strategic Growth Plans as well as various regional, state and 
federal programs to ensure City objective are met and reviews land use applications for compliance with 
these policies. 

 
Represent City plans and policies to various civic and professional organizations. 

 
Ensure compliance with all state and local codes related to comprehensive plan development, adoption, 
revisions and implementation. 
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Administer local mass transit operations as an alternate commissioner on the Transportation District 
Commission of Hampton Roads including budget preparation and program administration. 
 
Manage and complete other planning and special projects that are coordinated with outside agencies and 
regional commissions.  

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 
Adequately demonstrate ability to administer activities including coordination and collaboration with  
personnel in a highly professional and efficient manner; prepare reports and studies in a timely and 
proficient manner; adequately coordinate activities with other divisions and departments to facilitate the 
achievement of city goals and policies; satisfactorily communicate with staff and general public; 
adequately demonstrate the practices of city planning and management within work activities.  
 
Minimum Qualifications 
Bachelor’s degree in urban planning, architecture, landscape architecture, engineering, or related field 
and eight (8) years of experience utilizing the knowledge, skills, and abilities associated with such 
positions as planner, architect, landscape architect, or engineer OR a combination of education (above 
high school level) and experience equivalent to twelve (12) years utilizing the knowledge, skills and 
abilities associated with this position.       
 
Preferred Qualifications 
Certified Planner as designated by the American Institute of Certified Planners (AICP) 
 
Supervisory experience 
 
Master’s degree in Urban or Regional Planning, Urban Studies, Public Administration, Political Science 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 the principles and practices of city planning, urban design and public 
administration. 

2. Knowledge of local, state, and federal regulations and programs. 
3. Knowledge of research and statistical analysis and techniques. 
4. Knowledge of EEO and diversity practices. 
5. Knowledge of geographic information systems for land use planning research and statistical 

analysis and skill in their application. 
6. Knowledge of the range and extent of impact form land development activities.   

B. Skills 
1. Skill in program development, project administration, budget preparation, and division 

supervision. 
2. Skill in the practice of planning. 
3. Skill in written and verbal communication. 
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4. Skill in establishing and maintaining good working relationships with fellow employees, city 
staff, and the public.   

5. Skill in preparing extensive written reports and plans  
6. Skill in providing effective leadership. 
7. Skill in coordinating all available resources (e.g. staff, supplies, computers, etc.) for the 

efficient completion of  
C. Abilities 

1. Ability to formulate goals, communicate and achieve them. 
2. Ability to formulate work programs and supervise professional and technical staffs. 
3. Ability to effectively represent local interest and policies in other governmental forums. 
4. Ability to effectively represent city in regional transportation matters. 
5. Ability to represent city policies and programs to the general public. 

 

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. 
 
 
 
 
 
 
 
 
 
 
 
 


