
 

 
Electronics Operations Technician #00989 
City of Virginia Beach – Job Description 
Date of Last Revision:  07-01-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade: 23 
 
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 perform the administration, installation, maintenance, programming, evaluation and 
acquisition recommendations of departmental microcomputer resources; and maintain, install, repair and 
upgrade television production systems and components. 
 
Representative Work Functions and Responsibilities 
Coordinate planning, development, implementation and maintenance of departmental microcomputer 
systems which enable the department to meet data and television operational needs. 
 
Supervise and maintain departmental LAN systems for data, video and audio applications by 
administering network security, troubleshooting hardware and/or software problems, performing system 
backups, installing additional workstations and screening software and hardware enhancements for 
compatibility. 
 
Install television production equipment and systems; maintain, calibrate and repair a broad range of 
television equipment to component level; and document system modifications. 
 
Integrate software applications which automate data collection, data analysis, reporting functions and 
video/audio file transfer and manipulation. 
 
Prepare documentation of business and television related computer applications policies and procedures. 
  
Monitor performance of video systems, switching equipment, distribution headend, audio systems and all 
support systems to ensure superior technical quality. 
 
Establish and maintain records documenting preventive maintenance and repair procedures. 
 
Conduct technical research and analysis of computer hardware to identify and recommend effective 
solutions; recommend acquisition of computer products to minimize costs and ensure proper delivery; 
and evaluate and purchase supply items and test equipment necessary to maintain a video 
communications repair facility. 
  
Develop computer literacy among department employees in face to face and formal training sessions. 
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Provide technical support to production staff by operating video, audio and test equipment for 
productions. 
 
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 
Maintain LAN and television systems in operational condition on a daily basis minimizing downtime; 
ensure that system enhancements are compatible with existing facilities; develop effective documentation 
in a timely manner; maintain up-to-date knowledge of microcomputer/television hardware and software in 
a field of constant change; effectively represent department on data management issues with other City 
personnel; effectively work with department employees, fostering computer and television technology 
literacy; work effectively with Information Technology staff to ensure a coordinated and efficient use of 
departmental resources compatible with overall city standards and procedures; and perform 
maintenance/repair activities in a safe manner. 
 
Minimum Qualifications 
Requires any combination of higher education and/or experience equivalent to five (5) years in fields 
utilizing the required knowledge, skills and abilities and associated with such positions as Television 
Maintenance Technician, Television Engineer, Microcomputer Specialist and Maintenance Engineer. 
 
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 advanced principles of systems analysis, design and integration of 
computer systems utilized by cable-access television facilities. 

2. Knowledge of microcomputer hardware and software including database, spreadsheet, local 
area networks, word processing, communications, operating systems and peripheral 
equipment. 

3. Knowledge of television and microcomputer system connectivity. 
4. Knowledge of applicable programming languages. 
5. Knowledge of digital and analog electronic theory. 
6. Knowledge of basic electrical circuits including power requirements, power conditioning, 

wiring and grounding.  
7. Knowledge of preventive maintenance, calibration and repair techniques for mechanical, 

electromechanical and electronic equipment/systems. 
8. Knowledge of shock hazards and accident prevention methods. 
9. Knowledge of audio and video system design. 
10. Knowledge of television system theory including: tube and CCD cameras, encoders and 

decoders, 3/4" and 2" format video tape recorders, switchers, character generators, 
automation equipment, mixers, receivers and linear and nonlinear editing systems. 

B. Skills 
1. Skill in business/television microcomputer hardware and software applications from 

implementation to maintenance and debugging. 
2. Skill in ongoing systems analysis and refinement of automation, library, inventory data base, 

networking and other systems utilized in television operations. 
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3. Skill in application development and programming. 
4. Skill in operating computer, audio, video and related hardware. 
5. Skill in multi-purpose computer systems design and implementation. 
6. Skill in the design and installation of LAN systems. 
7. Skill in fabricating and installing wiring and cables. 
8. Skill in the operation of electronic maintenance equipment including digital cable analyzers, 

oscilloscopes, waveform monitors, multimeters, vectorscopes, soldering and desoldering 
irons. 

9. Skill in computing basic electronic formulas to solve technical problems. 
C. Abilities 

1. Ability to organize and interpret technical data and provide technical advice on hardware and 
software. 

2. Ability to understand and develop microcomputer software applications. 
3. Ability to manage high-volume ongoing responsibilities while constantly addressing new 

agency priorities. 
4. Ability to monitor and analyze trends in a constantly changing field of television and computer 

technology. 
5. Ability to perform feasibility cost benefit analyses, and work with management and staff in 

conducting internal analyses for the application of information systems technology. 
6. Ability to effectively communicate microcomputer program issues. 
7. Ability to function in a variety of project settings integrating system applications and devising 

creative data management solutions. 
8. Ability to troubleshoot utilizing system drawings, schematics and technical documentation. 
9. Ability to foster computer and television technology literacy in users with limited technical 

experience. 
10. Ability to coordinate new and upgraded computer product purchasing needs. 
11. Ability to effectively communicate information system need and to assist in the development 

of effective departmental policy and procedure for microcomputer use and office automation. 
12. Ability to maintain, troubleshoot and repair electronic and electromechanical television 

equipment to component level. 
13. Ability to maintain and access accurate maintenance records. 
14. Ability to lift and carry 50 pounds of equipment. 

 

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. 
posted open positions. 


