
 

 

 

 
Crew Leader – Custodial #00285 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-14-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  13 
 
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 
Lead a crew of five to ten employees in the performance of a variety of custodial cleaning assignments.  
 
Representative Work Functions and Responsibilities 
Lead crew in the supervision and performance of related job functions. 
 
Duties are divided evenly between supervisory responsibilities and the performance of actual job 
functions. 
 
Supervisory responsibilities include the following: inspection of assigned areas by onsite inspection 
walkthrough of buildings to ensure established quality standards are met; complete inspection reports 
documenting employee job performance; schedule job duties ensuring fair and equitable assignments; 
maintain records and reports including documentation and scheduling of leave. 
 
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 supervise assigned employees ensuring job performance in accordance with established 
quality standards; fairly and equitably assign duties; adequately inspect assigned areas ensuring 
buildings are cleaned properly; inspection reports and leave requests are completed correctly and on 
time; custodial-related job functions, which are performed in a manner meeting or exceeding quality 
standards, include vacuuming carpet daily removing all dirt and dust; furniture is dusted daily; windows, 
sills, and blinds are washed; all restroom fixtures, walls, floors, etc., are cleaned daily to eliminate 
bacterial germs; fixtures are polished as needed to a glossy, non-oily appearance; resilient floors are 
polished on a regular basis to a high gloss non-slip appearance; resilient floors are stripped as needed of 
all wax buildup; carpet is shampooed and deep cleaned regularly to remove stains and soil; equipment is 
safely loaded and unloaded avoiding risk of injury to employee and damage to equipment; all outside 
doors are secured, as well as designated inside doors, at the end of the shift. 
 
Minimum Qualifications 
Completion of 10th grade plus 2 years of experience in fields providing the required knowledge, skills and 
abilities, such as custodial work; or any equivalent combination of experience and training which provides 
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the required knowledge, skills, and abilities. 
 
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.  
 
Preferred Qualifications 

HS diploma/GED. 
 
Supervisory experience. 
 
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, 
weekends, holidays, and overtime when required to meet operational needs. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
Due to the nature of this position, that of a working crew leader, the Crew Leader must have the 
knowledge, skills and abilities required of subordinate staff, in addition to those listed below. 
A.  Knowledge 

1. Knowledge of the methods, materials, and equipment used in routine housekeeping duties of 
public buildings. 

2. Knowledge of custodial safety procedures.  
B. Skills 

1. Skill in maintaining effective working relationships. 
2. Skill in conflict resolution/mediation among subordinate employees. 

C. Abilities 
1. Ability to supervise the work of others. 
2. Ability to maintain records. 
3. Ability to understand and carry out oral and written instructions. 
4. Ability to lift and operate custodial equipment weighing anywhere from 25 to 125 pounds. 
5. Ability to communicate simple oral and written directions to subordinate personnel. 
6. Ability to use a computer to track work orders, e-mail and to schedule work and research 

products. 
7. Ability to impartially evaluate the work of others, identify corrective needs and conduct 

necessary training. 
8. Ability to learn and adapt to new technologies and procedures. 

 

Working Conditions 
The below stated 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. 
 
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. 
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Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires medium to heavy work that involves walking or standing virtually all of the time; involves 
exerting up to 50 pounds of force on a regular and recurring basis; involves exerting up to 125 pounds of 
force at times; considerable skill and adeptness in the use of the fingers, hands or limbs in tasks involving 
close tolerance or limits of accuracy. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs clerical and manual tasks prescribed by standard practices but which may require computation, 
the use of several procedures, and the use of independent judgment with obvious choices; requires 
normal attention for accurate results. 
 
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. 
May risk exposure to dust and pollen, extreme noise levels, vibrations, noxious odors, confined spaces 
and moving machinery. 
 
Some positions may also risk exposure to  bright/dim light, extreme heat and/or cold, wet or humid 
conditions, animals/wildlife, and traffic. 
 
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, color perception, sense of smell, and depth and 
texture perception. 
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Crew Leader – Security #00285 
City of Virginia Beach – Job Description 
Date of Last Revision: 02-03-2016 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  11 
 
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 
Lead a crew of employees in the performance of a variety of assignments relating to the security and after 
hours safety of the Virginia Aquarium & Marine Science Center facility and grounds.  
 
Representative Work Functions and Responsibilities 
Lead a crew in the performance of tasks associated with security and after hours safety of the Virginia 
Aquarium & Marine Science Center facility and grounds.  
 
Supervises and coordinates the scheduling of part-time security staff.  Directs and notifies part-time staff 
of changes to operating procedures.  Suggest improvements to related processes. 
 
Duties are representative of a working crew leader. 
 
Supervisory responsibilities include the following: inspection of staff security documentation to ensure 
staff performance; training security staff to establish quality standards; provide written documentation on 
employee job performance for use by supervisor in writing performance appraisals, conducting staff 
counseling, or taking disciplinary actions; schedule job duties and ensuring fair and equitable 
assignments; maintain records and reports including documentation and scheduling of leave. 
 
Train staff in operational procedures and job related skills; advise staff of changes in policies and 
procedures. 
 
Monitor video surveillance systems for suspicious activity. 
 
Patrol trails and parking lots to ensure safety of outside areas.  Check buildings and grounds to ensure no 
unauthorized individuals are present.  Perform rounds looking for leaks and/or anything out of the 
ordinary with animals and exhibits.   
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Answer alarms and investigate disturbances. 
 
Maintain communication between City of Virginia Beach dispatch unit as needed.  Maintain effective 
working relationship with other departments of the facility. 
 
Report and/or record all after-hours activity occurring in facility or on property. 
 
Create and maintain records and 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 assume responsibility for the overall safety and security of designated areas; promptly and 
accurately report security and safety issues to the appropriate personnel; effectively communicate with 
the public and other City employees; always maintain an effective working relationship with supervisors to 
ensure effective coordination of operations; in the event of an emergency situation take appropriate action 
for building security; accurately maintain timesheet, logs and job related records.  Effectively manage part 
time staff.  Document employee job performance; schedule job duties ensuring fair and equitable 
assignments; maintain records and reports including documentation and scheduling of leave; clearly 
communicate operating procedures to security staff.  Actively participate in assessing the needs of the 
facility in regards to security issues.  Adequately secure and patrol assigned areas ensuring buildings, 
trails, parking lots, animals and exhibits are properly secured;  diligently monitor video surveillance 
systems to ensure security of grounds, facilities and animals; and report facility or exhibit issues in a 
timely manner.  
 
Minimum Qualifications 
Completion of 10th grade plus 2 years of experience in fields related to security, or any equivalent 
combination of experience and training which provides the required knowledge, skills, and abilities. 
 
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.  
 
Preferred Qualifications 

HS diploma/GED. 
 
One (1) year of supervisory experience in a security 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.  Must be available to work evenings, 
weekends, holidays, and overtime when required to meet operational needs. 
 
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. 

Knowledge-Skills-Abilities Required to Perform Satisfactorily 
Due to the nature of this position, that of a working crew leader, Crew Leaders must have the knowledge, 
skills and abilities required of subordinate staff, in addition to those listed below. 



Crew Leader #00285 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 

Page 6 of 7 
 

A.  Knowledge 
1. Knowledge of City and departmental policies and procedures. 
2. Knowledge of methods, materials and equipment used in security. 
3. Knowledge of current safety practices. 
4. Knowledge of security procedures as related to the Virginia Aquarium & Marine Science 

Center. 
B. Skills 

1. Skill in maintaining effective working relationships. 
2. Skill in accurately reporting necessary information. 
3. Skill in basic security services. 
4. Skill in basic computers. 
5. Skill in scheduling staff for effective coverage of shifts. 
6. Skill in effectively supervising staff. 
7. Skill in effectively informing staff of changes in policy. 
8. Skill in conflict resolution. 

C. Abilities 
1. Ability to recognize security risks and react in a timely manner in normal and emergency 

situations. 
2. Ability to assess and diffuse problems and find a solution to potentially hazardous situations. 
3. Ability to maintain a calm demeanor under stressful circumstances. 
4. Ability to work outdoors as necessary with occasional exposure to inclement weather. 
5. Ability to meet and deal tactfully and effectively with the general public. 
6. Ability to communicate effectively both orally and in writing. 
7. Ability to communicate effectively on the radio and telephone during normal and emergency 

situations. 
8. Ability to understand and carry out oral and written instructions. 
9. Ability to maintain records. 
10. Ability to learn and adapt to new technologies and procedures. 
11. Ability to recognize needed security policies. 
12. Ability to supervise the work of others. 
13. Ability to impartially evaluate the work of others, identify corrective needs and conduct 

necessary training. 
14. Ability to remember procedures or steps and recall them to carry out routine tasks. 
15. Ability to detect objects in peripheral view. 
16. Ability to hear at a conversational level. 
17. Ability to independently lift or move objects weighing up to 50 pounds. 
18. Ability to perform tasks requiring incumbent to sit or stand for extended periods of time. 
19. Ability to perform tasks requiring incumbents to regularly climb stairs. 
20. Ability to perform task s requiring maintaining of balance, stooping, kneeling/squatting and/or 

bending Ability to operate a motor vehicle. 
21. Ability to work evenings, nights, weekends and holidays. 
22. Ability to impartially evaluate the work of others, identify corrective needs and conduct 

necessary training. 
23. Ability to learn and adapt to new technologies and procedures. 

 
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. 
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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. 
 

 

 


