
 

 
Debt and Financial Services Administrator 
#02475 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-02-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  16 
 
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, oversee, and carry out financial activities, office management, and special projects as 
advised. 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 
 
Act as point person for the City on all bond sales. Working closely with the Financial Advisor, Bond 
Counsel, City Attorney’s Office and internal contacts, coordinate all aspects of the City’s bond sales. 
Assist in the preparation of the bond documents, which includes official statements, presentations to 
rating agencies, closing papers and certificates, and debt service requirements to provide the necessary 
financial information for a successful sale. 
 
Document the expenditure/reimbursement of all bond proceeds. Ensure that expenditures meet the 
rebate expenditure exceptions. If the rebate exceptions are not met, ensure that the investment of bond 
proceeds meets the IRS rules so the bonds do not become taxable.  
 
Act as the City’s Post Issuance Compliance Officer. Ensure that the City meets all post issuance 
requirements under the Tax Code. 
 
Develop and lead compliance with the Securities and Exchange Commission’s Municipal Continuing 
Disclosure Cooperation Initiative (MCDC) for the City, including related written policies to support such 
requirements. 
 
Evaluate the capital expenditures for potential private use, which could affect the taxability of the debt 
issue. 
 
Assist in the evaluation of public private partnerships under consideration by the City. In coordination with 
the City Attorney and Bond Counsel, provide input on management contracts so that they are deemed 
“qualified” by the IRS.  
 
Manage the status of public-private partnerships, where City supported debt is involved. Maintain/update 
applicable spreadsheets as needed.   
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Supervise staff responsible for accounting for bond sales and maintaining the database.  
Coordinate and manage debt service payments to avoid default to bondholders. 
 
Prepare various resolutions and ordinances on financial matters for City Council agenda for resolution. 
 
Stay abreast of City issues so they can be effectively communicated to outside agencies, such as rating 
agencies, underwriters, investors etc. 

 
Prepare general administrative correspondence to inform the public, city departments, the divisions of 
Finance for activities and programs of the department; 

 
Provide supervision in the absence of the director for activities of the department. 

 
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 
Thoroughly and accurately analyze data, prepare reports and/or correspondence; successfully implement 
goals and objectives in administrative area for the department and the administrative group; establish and 
maintain effective communications with middle and executive management; accurately and diplomatically 
respond to reports for information and policy interpretation; effectively assist in overseeing the activities of 
the department.  
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
eleven (11) years in fields utilizing the required knowledge, skills, and abilities, such as finance or public 
administration accounting. 
 
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 practices of financial and public administration. 
2. Knowledge of fiscal planning and formulation of policy. 
3. Knowledge of specialized theories and techniques of financial analysis and research 

methods. 
4. Knowledge of debt management and administration. 
5. Knowledge of accounting principles and procedures. 
6. Knowledge of operational functions and organizational structures of municipal 

department/agencies. 
B. Skills 

1. Skill in the performance of specialized financial analysis, management techniques, and 
research methods. 

2. Skill in writing detailed financial and/or management reports. 
3. Skill in planning and coordinating staff activity services. 
4. Skill in clear and concise communication of technical information on policy relating to financial 

administration/management. 
C. Abilities 
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1. Ability to establish and maintain effective working relationships with City officials and 
management of other cities. 

2. Ability to analyze financial matters and make recommendations. 
3. Ability to make independent policy decisions and to advise others on policy and procedural 

matters. 
4. Ability to make instructional presentations or provide guidance to staff on matters relating to 

financial policy or administration. 

 

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. 
 

 


