
 

 
Delinquent Tax Collector #00682 
City of Virginia Beach – Job Description 
Date of Last Revision: 09-30-2013 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
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 
Seizes property from delinquent taxpayers; notifies delinquent taxpayers of their debt; issues "NO 
DECAL" warning notices; follow up through research for compliance with warnings; issues letters of 
noncompliance; investigates location of violators unable to be readily located; and conducts legal 
procedures against delinquent taxpayers. 

Representative Work Functions and Responsibilities 
Visit residences and businesses to collect taxes owed to the City. 

Travel the City on a day-to day basis issuing warning notices to City registrants for noncompliance with 
motor vehicle license code; and issue letters to those who fail to comply with the codes after receiving 
warning notices. 

Research the whereabouts of taxpayers who fail to receive the letters through use of telephone, computer 
and other departments and agencies. 

Conduct legal procedures such as levies, sales and seizures of property against those taxpayers who 
remain delinquent and refuse to comply with applicable codes. 

 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 
Acquire property from individuals and businesses as requested by  management; achieve 
productivity standards set by management regarding volume of notices issues and percent of 
total notices which ultimately  result in taxes being assessed on the property; maintain even flow 
of  work, keeping pace with the volume of warnings issued; accurately  research to assure that 
letters and any subsequent legal actions is  not directed to a wrong taxpayer; successfully 
complete all legal  action initiated with all taxes, fees, penalties, and interest  collected. 
 
 



Delinquent Tax Collector #00682 

Minimum Qualifications 
 Requires high school or GED plus two (2) years’ experience in fields providing the required knowledge, 
skills, and abilities such as  delinquent collection or law enforcement work and associated with such  
positions as Deputy Sheriff or Constable; or any equivalent combination  of experience and training which 
provides the required knowledge, skills, and abilities. 

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

1.  Knowledge of state and local tax legislation. 
2. Knowledge of the physical layout of the City and of all subdivisions, streets, and roads. 
3. Knowledge of office procedures. 
4. Knowledge of Distress" procedures. 

B. Skills 
1. Skill in research techniques. 
2. Skill in computer operation. 
3. Skill in use of office equipment. 

C. Abilities 
1. Ability to work under very stressful conditions on a daily basis. 
2. Ability to communicate clearly and concisely both orally and in writing. 
3. Ability to deal with other people. 
4. Ability to analyze data. 
5. Ability to perform basic mathematical computations. 

 

 

   
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. 
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