
 

 
Eligibility Worker Supervisor #01367 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-14-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  24 
 
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 
Plan, organize and direct the activities of a unit within the financial services division; provide leadership 
and training to the staff within the program; manage personnel actions relative to the unit; evaluate unit 
performance; set and enforce objectives for quality and quantity of work produced; and maintain a 
cooperative working relationship with other agency programs and with community agencies and 
resources. 
 
Representative Work Functions and Responsibilities 
Provide leadership, direction, planning, monitoring and evaluation of work activities in order to manage 
the work of the unit. 
 
Transmit policy and other pertinent information to ensure that the staff maintains a working level of 
knowledge and skill; and prepare and implement unit operating procedures to ensure an effective 
workflow. 

 
Establish unit goals and objectives for the purpose of program planning and revision.  
 
Collect, evaluate and analyze data relative to unit operations and programs, and prepare special reports 
as requested in order to respond to management priorities and planning needs; and identify 
inconsistencies among the various financial services programs for management scrutiny. 
 
Teach skills in caseload management, organization and interviewing techniques to ensure that benefits 
are provided in an accurate and timely manner. 
 
Participate in the staff selection process to secure the most qualified staff replacements; and evaluate 
staff performance and manage personnel actions for merit increases, promotion, disciplinary action, 
demotion or dismissal. 
 
Participate in task forces, committees and professional groups in order to improve agency operation; and 
cooperate with community agencies in order to improve program effectiveness. 
 
Respond to community inquiries in order to educate the public in the services which the agency provides; 
and respond to concerns and complaints from citizens or officials in order to clarify policy and procedure. 
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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 
Ensure that the unit is managed effectively, operates efficiently, and that financial services are delivered 
timely and accurately; ensure that the unit maintains an appropriate level of program knowledge and 
make correct application of the knowledge at all times by adhering to federal, state and local policies; 
continuously monitor the programs and workers to ensure that the unit maintains established standards 
for quality and quantity relative to the program goals and objectives; effectively communicate both 
verbally in writing to staff to ensure that expectations are made clear to the unit members; employ staff in 
accordance with established personnel procedures; allocate staff time in accordance with workload 
mandates; manage unit personnel actions and disciplinary procedures appropriately and consistently; 
continuously maintain good working relationships with other program units and community agencies and 
resources; make effective referrals to provide or obtain the best services available to agency clients; and 
respond to community inquiries, complaints and concerns tactfully and effectively. 
 
Minimum Qualifications 
Requires a Bachelor’s degree in human services, business administration, accounting or a related field 
and four (4) years of experience as an Eligibility or other Social Services Benefits Worker determining 
eligibility for SNAP, TANF, Families and Children Medicaid, and/or Aged, Blind, or Disabled Medicaid; OR 
any combination of education (above the high school level) and/or experience equivalent to eight (8) 
years in fields utilizing the required knowledge, skills, and abilities. 
 
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. 
 
Alpha I Status: Positions within this class have been designated as Alpha I positions requiring employees 
to work during inclement weather, regardless of the City’s operational status. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A.  Knowledge 

1. Knowledge of federal, state and City financial services programs and their requirements. 
2. Knowledge of agency policy and procedure. 
3. Knowledge of supervisory principals, techniques and management practices. 
4. Knowledge of case management tools that are available. 
5. Knowledge of data collecting, analyzation of data and appropriate application of information 

to monitor the efficiency and effectiveness of the unit. 
6. Knowledge of interviewing skills and techniques, job responsibilities and methods of 

performance evaluation. 
7. Knowledge of community resources. 

B. Skills 
1. Skill in leadership, planning, organization, assessment and supervision. 
2. Skill in problem solving and decision making, detection of problems and conflict resolution. 
3. Skill in interviewing and leadership of group dynamics. 
4. Skill in various management techniques. 
5. Skill in developing interpersonal relationships. 
6. Skill in verbal and written communication. 
7. Skill in recording data and utilizing information. 
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C. Abilities 
1. Ability to plan, manage and evaluate the needs of the unit. 
2. Ability to set priorities and establish deadlines. 
3. Ability to maintain flexibility to adjust plans as needs change. 
4. Ability to provide leadership and guidance to promote staff development and to delegate 

tasks as appropriate. 
5. Ability to work well with others. 
6. Ability to be objective in dealing with difficult situations. 
7. Ability to listen actively and to encourage open communication. 
8. Ability to analyze and critique data. 
9. Ability to read, interpret and incorporate new policy and to disseminate information to others 

accurately. 
10. Ability to train, utilizing visual aids and examples as appropriate. 
11. Ability to collect, evaluate and analyze data pertinent to the managing unit. 
12. Ability to manage stress. 
13. Ability to determine and anticipate the impact of changes or social and economic trends that 

affect the agency and/or community. 
 
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. 
 

 

 


