
 

 
DSC Project Coordinator II #02039 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-14-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  15 
 
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 
Coordinate and facilitate the review of various types of land development projects; specific public and 
private projects including, but not limited to the following:  commercial site plans, single-family site plans, 
duplex plans, utility installation plans, subdivision construction plans, land management plans, preliminary 
subdivision plans, and final subdivision plats. 
 
Representative Work Functions and Responsibilities 
Coordinate the development review process to resolve any staff conflicts and provide one City position in 
timely manner; review all staff comments and recommendations to ensure consistency of review; and 
prepare review letters to communicate the approval status and requirements of development plans to the 
consultant and city review staff. 
 
Make recommendations for changes to the City Code, policies, procedures, standards and specifications 
to improve the development review process. 

 
Review complex development plans involving larger tracts of land, public/private partnerships that require 
a high degree of coordination with other public agencies to ensure conformance with development codes, 
policies, standards and specifications. 

 
Coordinate the variance and waiver process to staff and code requirements to ensure a timely review and 
prepare and transmit a recommendation to the granting authority and in many cases has the authority to 
take appropriate action. 

 
Meet with developers, consultants, contractors, and the public to resolve problems and explain City 
Codes, policies and procedures. 
 
Provide a single source of development related information for customers. 
  
Act as chairperson of subcommittees established to resolve development related problems and issues; 
and review staff comments for consistency. 
 
Conduct field investigations as necessary. 
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Monitor City Council, Planning Commission and other boards and commissions actions as the decisions 
relate to development review and individual projects and supervise a development project review team 
composed of engineers, planners and other technical staff. 
 
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. 

 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience and training 
equivalent to six (6) years in fields utilizing the required knowledge, skills, and abilities, such as civil 
engineering, civil engineering technology, urban planning, urban planning, or development project 
management/coordination. 
 
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 modern principles and terminology of civil engineering. 
2. Knowledge of modern principles, objectives and terminology of urban planning.  
3. Knowledge of modern design standards. 
4. Knowledge of City Code, policies and procedures as they pertain to all aspects of 

development. 
5. Knowledge of policies of the departments of Agricultural, General Services, Fire, Health, 

Planning, Public Utilities, Public Works, Economic Development, Convention and Visitor 
Development and the Public School System as those policies apply to development. 

6. Knowledge of the principles and terminology of land surveying as they apply to development 
projects. 

7. Knowledge of the techniques of project management. 
8. Knowledge of the techniques used to establish and maintain a customer oriented 

organization. 
9. Knowledge of microcomputer applications, terminology, hardware and software. 
10. Knowledge of state and local regulations and legislation governing and involving the 

development of land. 
11. Knowledge of the ideas and concepts associated with any land development process. 
12. Knowledge of geographic information systems (GIS). 
13. Knowledge of principles and City policies and procedures related to supervision. 
14. Knowledge of Total Quality Management (TQM) and the Virginia Beach Quality Services 

System (VBQSS). 
15. Knowledge of the City and Department’s vision, mission, value and destination points. 
 

B. Skills 
1. Skill in the use of microcomputers as a part of project and time management. 
2. Skill in resolving conflicts between review agencies so that the critical elements of good 

engineering and planning practices are followed while adhering to all local, state and federal 
regulations affecting a proposed development. 

3. Skill in researching, compiling and analyzing development related data and preparing reports 
and recommendations based on that analysis. 

4. Skill in assisting upset or dissatisfied customers. 
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5. Skill in effectively and appropriately applying the City ordinances, policies and procedures to 
each development plan. 

6. Skill in providing excellent customer service. 
 

C. Abilities 
1. Ability to read and interpret plans and specifications for developmental projects of moderate 

and complex nature. 
2. Ability to conduct investigations, develop and implement solutions and/or courses of action, 

prepare a report on any aspect of the development process and perform completed staff 
work. 

3. Ability to effectively communicate with the general public, development community, City 
development review staff and private utility community. 

4. Ability to coordinate the development review comments and concerns of various review 
agencies and providing clear direction to the developer and/or consultant. 

5. Ability to provide clear direction to the customer regarding development plan requirements. 
6. Ability to use good judgment in areas where city codes and policies do not clearly provide 

direction. 
7. Ability to establish and maintain effective working relationships. 
8 Ability to provide direction to professional, technical and clerical staff. 
9. Ability to coordinate a committee process to solve problems that affect several departments. 
10. Ability to conduct effective meetings. 
11. Ability to negotiate and mediate conflicts. 
12. Ability to communicate clearly and concisely in both written and oral forms. 
13. Ability to make judgments and take action based upon available information. 
14. Ability to maintain composure and function effectively in stressful situations. 
15. Ability to recognize and understand the "big picture" in a system driven by detail.  
16. Ability to develop and maintain good working relationships with all customers. 
17. Ability to recognize and identify potential problems and take measures to correct or change 

the circumstances associated with those problems. 
 
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. 
 

 


