
 

 
Court Administrator #02691 
City of Virginia Beach – Job Description 
Date of Last Revision: 12-10-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  18 
 
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 strategic and operational leadership for the Circuit Court Judges’ Office to include case 
management, audit and assistance; management of fiscal and human resource functions; technology 
management; serving as an intergovernmental liaison; management of the jury system; and, providing 
assistance and support to the judges. The Court Administrator reports to and serves at the will of the 
Circuit Court judges. 
 
Representative Work Functions and Responsibilities 
Administration of Court Operations 
Ensure compliance with Constitutional and statutory requirements for court operations. 
 
Plan, organize, direct, staff and control the day-to-day operations of the Circuit Court.  Establish the 
court's calendar for scheduling and docketing of cases.  Interface with City personnel to assure the 
maintenance of physical facilities.  Coordinate with the Sheriff on security issues. 
 
Provide long term, strategic and emergency planning, including collecting, analyzing and publishing 
statistical analysis critical to the judges and to the General Assembly in staffing and funding the court. 
 
Manage Circuit Court financial operations including budgeting, accounting, planning and payroll 
management.  Responsible for budget preparation and guiding the budget through government review 
process and the formulation of budgetary priorities and monitoring operational expenditures. 
 
Responsible for the human resource management of court staff.  Staff, train, supervise, and coordinate 
the efficient delivery of services to the judges, litigants, and the public.  Foster productive communication 
and working relationships between judges and staff to ensure an effective work environment. 
 
Manage the court’s technology.  Plan and coordinate long range and strategic planning for developing 
and implementing court technology initiatives associated with jury management and courtroom 
applications.  Manage the daily use of technology in court rooms, including computer assisted information 
and video systems. 
 
Serve as intergovernmental liaison with other agencies that interact with the court.  Maintain strong 
working relationships with judges, state attorneys, public defenders, the Office of the Supreme Court, 
state agencies, the Circuit Court Clerk and Sheriff.  Serves as point of contact for the release of 
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information to the media concerning operations of the court. 
 
Case Management 
Establish, manage and coordinate the processes by which cases move through the court. 
 
Coordinate and administer the scheduling of cases on the docket-interface with the Commonwealth's 
Attorney and Circuit Court Clerk to establish docketing procedures and daily dockets for criminal cases.  
Oversee and manage the scheduling of civil cases.  Interface with private attorneys in the scheduling of 
motions, bench trials and civil jury trials. 
 
Develop and maintain policy and procedure manuals for the processing  and scheduling of all cases. 
 
Responsible for the annual review, coordination, development and drafting of policies and standardized 
forms and orders to implement programs and initiatives required by the General Assembly. 
 
Case Process Audit and Assistance 
Provide guidance and support to the Circuit Court Clerk's Office personnel in the processing of court 
cases to ensure compliance with Court practices and the Code of Virginia, including assisting in the daily 
courtroom and judge assignment of the court's docket. 
 
Support the Circuit Court Clerk's office personnel in the preparation and audit of criminal orders, including 
drafting of correction orders where necessary to ensure accuracy. 
 
Develop, maintain and prepare standardized form orders in criminal, civil and protective order cases. 
 
Screen appeal cases from the district courts for jurisdictional issues and draft corrective orders where 
necessary. 
 
Review all postconviction proceedings, research case specific legal issues and prepare appropriate 
orders for entry by the court. 
 
Review cases in which the parties are self-represented to ensure compliance with court policy and 
procedures. 
 
Review and process notices from the State Police as to the suspension or revocation of concealed 
handgun permits. 
 
Assist judges with procedural issues in pending matters-including drafting orders for court entry as 
necessary. 
 
Administration of the Jury System 
Establish policies and procedures for summoning, qualifying and selecting petit and grand jurors. 
 
Plan and oversee the summoning of petit and grand jurors. 
 
Responsible for the payment of jurors pursuant to state law. 
 
Responsible for ensuring adequate facilities for, and  the comfort and safety of, persons serving as jurors 
ensuring the comfort and safety of persons serving as jurors. 
 
Ensure compliance with the Unclaimed Property statute as to unused jury funds and any mandated 
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reports. 
 
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 
Effectively administer all of the court’s case management programs; demonstrate ability to lead, manage, 
and supervise day-to-day activities to ensure efficiency and effective working relationships between 
judges and staff; establish effective quantitative and analytical skills for strategic planning for the court 
and evaluate caseload statistics to assess the court’s performance standards; administer the jury 
management system to ensure compliance with statutes and court policies; administer the court’s 
technology initiatives; effectively administer and develop court policies and procedures to enhance the 
overall productivity of the court; effectively monitor budgetary and fiscal functions; and interact 
professionally with judges, attorneys, public officials, other courts, co-workers, colleagues, and the media. 
 
Minimum Qualifications 
Bachelor’s degree in Public or Business Administration, or legal related field and six (6) years of 
applicable work experience, inclusive of a leadership or executive level role; or any combination of 
education (above high school level) and/or experience equivalent to ten (10) years in fields utilizing the 
knowledge, skills, and abilities associated with this position. 
 
Preferred Qualifications 
Master’s degree in Public or Business Administration or Law degree. 

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

1. Knowledge of modem public or court administration practices and procedures demonstrated 
by substantial experience in progressively responsible management positions. 

2. Knowledge of the operations of a Court. 
3. Knowledge of the Code of Virginia as it relates to court operations, procedures and functions. 
4. Knowledge and use of legal research sources. 
5. Knowledge of technology and applications to effectively identify and evaluate technology 

needs. 
B. Skills 

1. Skill in the process of defining problems, establishing facts, collecting data, and formulating 
conclusions and recommendations. 

2. Skill in auditing and financial management methods. 
3. Skill in legal case process, management and process related court orders. 

C. Abilities 
1. Ability to effectively communicate and formulate recommendations both orally and in writing. 
2. Ability to work with little or no supervision. 
3. Ability to draft documents, orders and operation manuals and implement policies created by 

the judiciary. 
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4. A demonstrated ability to observe, identify issues, gather data, analyze and offer 
recommendations to improve court administration. 

5. Ability to understand, promote and model high ethical standards. 
6. Ability to exercise good judgment, understanding, and tact to maintain effective working 

relationships with other courts, City and elected officials, members of the Bar, and the 
public. 

7. Ability to demonstrate respect for the requirements of confidentiality and loyalty entrusted 
with the confidence of judges. 
 

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. 
 

 


