
 

 
Diversity and Special Programs Manager #02946 
City of Virginia Beach – Job Description 
Date of Last Revision: 09-30-2013 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  17 
 
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 the citywide Diversity/EEO Program, the development of the citywide testing programs, and 
the department’s administrative and financial functions; assist the director in providing administrative 
support and coordination to the Human Rights Commission in carrying out their duties and functions; and 
coordinate special projects and activities with other City and regional agencies. 
 
Representative Work Functions and Responsibilities 
Ensure citywide monitoring of EEO and ADA regulations and laws for compliance throughout the 
organization for the entire employment life cycle; advise, counsel, and mediate both departments and 
employees on Diversity/EEO/ADA issues; and develop and conduct EEO related training. 
 
Liaison with outside state and federal agencies and assist the City Attorney’s office in coordinating City 
responses to EEOC charges. 
 
Investigate claims of discrimination and make recommendations to the Director of Human Resources and 
the City Manager on remedies. 
 
Serve as organizational expert on test development and validation; coordinate and administer contracts to 
outside testing agencies in the development and administration of testing programs; and develop citywide 
policies and procedures for Diversity/EEO/AA and testing. 
 
Coordinate and/or prepare reports, studies, and amendments in support of policy making and 
implementation to ensure alignment with City philosophies. 
 
Advise the Human Rights Commission and citizens on human rights issues; assist the director in the 
development and administration of human rights program, forums, and activities; and research and 
prepare reports and provide recommendations and comments to the department director, other city 
agencies, the City Manager, City Council, City boards/commissions and the public on a variety of 
departmental and human rights issues as appropriate. 
 
Represent the department and/or City on various committees, teams, and task forces as assigned; 
coordinate and/or serve as facilitator for department/City process improvement teams; and coordinate 
and assist in special projects such as regional workforce development and facilitation of one of the City’s 
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Strategic Issues Teams. 
 
Coordinate and direct administrative functions. 
 
Develop, administer and monitor departmental annual budget including preparation, execution, 
purchasing, analysis, authorization, evaluation, and audit to ensure proper financial standards are kept. 
 
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 coordinate City Diversity/EEO/AA, human rights and testing programs and activities; provide 
appropriate information to departments, employees, and citizens on Diversity/EEO, human rights, and 
testing issues; represent the City, the director, and department in a professional, diplomatic manner 
exercising appropriate judgment, discretion, and tact; effectively evaluate organization programs and 
recommend viable alternatives to improve productivity and morale; recommend course of action for 
problem areas to director; coordinate the accurate and timely preparation/submission of the department 
budget; adequately provide correct and sound information to staff regarding personnel, financing, 
operating, and administrative policies and procedures; anticipate research needs and initiate projects; 
respond in a timely and professional manner to queries from the City council, City Manager, City 
Executives, and external agencies; adequately represent the department in various committees, 
agencies, and the public; and satisfactorily communicate with staff and general public and ensure 
department is adequately served. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to nine 
(9) years, including at least three (3) in a supervisory role, in fields utilizing the required knowledge, skills, 
and abilities such as personnel administration, business/public administration, budget/finance 
administration, industrial/organizational psychology, or management/program analysis. 
 
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 
IPMA-CP/IPMA-CS. 
 
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 the principle personnel administrative, management, supervisory principles and 
techniques. 

2. Knowledge of the philosophy, principles, practices, laws, and methods of municipal finance 
including accounting, budgeting, and grants administration. 

3. Knowledge of the legal aspects, philosophy, principles, practices, and modern methods of 
administration and, specifically human resources administration, and employment testing and 
selection. 

4. Knowledge of Diversity/EEO/ADA principles, practices, laws, guidelines, and legislation that 

   
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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affect local governments either directly or through contracts. 
5. Knowledge of local government organizations and procedures, and public administration. 
6. Knowledge of the philosophy, principles, practices, and methods of departmental programs. 
7. Knowledge of strategic planning processes, implementation, and evaluation. 
8. Knowledge of research and statistical analysis and techniques as well as statistical inference. 
 

B. Skills 
1. Skill in supervising administrative and support functions. 
2. Skill in budgeting preparation and techniques 
3. Skill in coordinating a wide range of human resources needs and in developing, delivering, 

and evaluating training programs. 
4. Skill in leading, developing, monitor, and evaluating short and long-range strategic planning. 
5. Skill in public relations and in communicating orally and in writing. 
6. Skill in researching, interpreting data, and preparing written reports and correspondence. 
7. Skill in statistical techniques and application. 
8. Skill in developing valid testing instruments for a variety of job categories. 
9. Skill in establishing and maintaining good working relationships with fellow employees, City 

staff, and the public. 
10. Skill in computer applications. 
11. Skill in developing and conducting employee training. 

C. Abilities 
1. Ability to develop and evaluate short and long term plans and programs. 
2. Ability to develop, interpret, and administer agency policies and procedures. 
3. Ability to work independently. 
4. Ability to analyze various alternatives and recommend feasible solutions to problems. 
5. Ability to effectively represent the department in dealing with City agencies, contractors, 

vendors and the general public. 
6. Ability to communicate clearly and concisely in both written and oral forms. 
7. Ability to interpret and analyze technical and statistical information and reports. 
8. Ability to lead, plan, coordinate, and direct/supervise the work of others. 
9. Ability to establish and maintain effective working relationships with other City officials, 

department personnel, and the general public. 
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