
 

 
Convention Center Operations Supervisor #01336 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-27-2022 

FLSA Status:  Exempt           Pay Plan:  Administrative Grade:  9 
 
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 
Responsible for the maintenance, system operation and general condition of a public assembly facility 
and its equipment. 
 
Representative Work Functions and Responsibilities 
Lead, hire, supervise, schedule and train a full-time maintenance staff. 
  
Develop and maintain a comprehensive preventative maintenance program for the facility, the physical 
plant, systems, finishes, fixtures, equipment, and grounds. 
 
Use a CMMS (computerized maintenance management system) to generate and track work orders and 
maintain records of all maintenance activity. 
 
Operate the HVAC system and monitor air temperature and quality.  
 
Train facility staff in the proper and safe operation of facility systems, equipment and tools. 
  
Perform regular inspections of facility, equipment and systems. 
  
Coordinate contractual maintenance services and assist in the development of contract specifications. 
  
Coordinate maintenance activity with event schedules and provide special event support as requested. 
 
Assist in department budget planning. 
 
Coordinate maintenance activity and work cooperatively with Groundskeeping, Housekeeping, Production 
and Set-up to ensure facility readiness. 
 
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 
Lead and supervise an effective, efficient maintenance team that delivers quality consistent workmanship 
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and customer service; the facility, equipment and systems operate correctly and as needed for all events; 
maintenance activity is well documented and recorded using a CMMS, and data and reports are used to 
monitor and improve performance; HVAC system is well-operated with consideration to staff and 
customer comfort; maintenance activity is performed with minimal impact to event activity and 
maintenance staff provides responsive, quality support; workplace safety standards are well 
communicated and followed by all staff; maintenance inventory and contracts are efficiently maintained; 
and safety, security and emergency plans are well developed and executed. 
 
Minimum Qualifications 
Requires any combination of education (above high school level) and/or experience and training 
equivalent to a minimum of five (5) years in a facility maintenance position including a minimum of two (2) 
years in a supervisory role.  
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
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.  Must be available to work evenings, nights, 
weekends, holidays, and overtime when required to meet operational needs. 
 
This is a safety sensitive position and is subject to mandatory drug testing.  Positive drug test results may 
result in counseling and/or discipline, up to and including, termination. 

Positions within this class have been designated as Alpha I positions requiring employees to work during 
inclement weather, regardless of the City’s operational status. 
 
Successful completion of a pre-employment physical. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of facility maintenance practices in a variety of different trades such as HVAC, 
electrical, plumbing, painting, carpentry, mechanical repair, welding and masonry. 

2. Knowledge in the operation of HVAC systems with a central physical plant and computer 
control systems. 

3. Knowledge of the safe use of tools, machinery, equipment and supplies used for facility 
maintenance. 

4. Knowledge of occupational hazards, safety requirements and OSHA regulations as they 
apply to public assembly facility maintenance. 

5. Knowledge of emergency practices as they apply to public assembly facility maintenance. 
B. Skills 

1. Skill in effective supervision of employees with different levels of education and experience. 
2. Skill in maintaining effective relationships with co-workers, employees, customers, vendors, 

and outside agencies. 
3. Skill in operating, troubleshooting and maintenance of HVAC and other facility systems and 

equipment. 
C. Abilities 

1. Ability to communicate effectively orally and in writing. 
2. Ability to maintain organized records. 
3. Ability to climb ladders and stairs and to stand for up to four (4) hours at a time. 
4. Ability to work effectively and safely in adverse conditions such as extreme weather 
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conditions, high noise environments, heights, confined spaces, and at night or in dark or dim 
light conditions. 

5. Ability to lift and move items weighing in excess of 50 pounds. 
6. Ability to use a microcomputer and business application software. 
7. Ability to read blueprints, technical drawings, manuals, floor plans, schedules, and other 

written information. 
8. Ability to create reports, schedules, work orders, instructions, floor plans, and other written 

materials. 
 

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. 
 
 


