
 

 
Housing Specialist Assistant #03152 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

                                              

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  15 
 
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 
Provide program support to housing specialists; perform a variety of tasks related to the 
completion of housing/financial assistance applications and determination/re-determination for 
continued assistance; assess client need for additional services. 
 
Representative Work Functions and Responsibilities 

Provide a variety of support tasks to assist housing specialists including telephone coverage, 
routine correspondence, filing, maintenance of case records, client assessments, file reviews, etc. 

Assist in the operation of front desk activities to include but not limited to: receiving 
department/division visitors/guests, starting the intake process for clients as necessary, and 
directing them accordingly; answering telephone inquiries, answering questions about the 
organization and/or city.   

Meet with clients to conduct assessments as needed using excellent customer service and 
communication skills.  

Conduct face to face interviews using interviewing techniques and assist customers in completing 
required forms. 

Assist in the determination of new or continued eligbility and connect to services. 

Complete data entry in various systems.  Review paperwork for completion  update and maintain 
spreadsheets, and  aintain files.   

Prepare, file, scan, copy and/or fax required records, reports and related data using accepted 
methods.   

Complete basic mathematical computations using calculator. 

Plan, organize, and prioritize daily tasks by accepting directions from supervisor and co-workers. 
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Receive, organize, and route mail daily. 

Assist in the preparation and delivery of reports. 

Assist in division operations including support for administrative staff where needed.   

Assist with the receipt of owner payments/checks; assist with recording scheduled inspections. 

Participate in appropriate training sessions to enhance job performance. 

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 

Contribute to good public relations through prompt, courteous attention to customers, co-
workers and the general public; manage multiple assignments in fast paced environment; 
conduct interviews in a professional manner and maintain follow-up contact with clients; 
appropriately evaluate and verify information obtained and apply federal, state, and local 
policies and procedures within prescribed time frames with a minimal number of errors, overdue 
applications, and case reviews; Effectively communicate instructions and information to 
customers/clients; accurately determine customer needs and provide direction/connection to 
appropriate resources/services in a timely manner; accurately maintain client records; document 
case findings accurately to reflect customer's situation and to substantiate verification of all 
eligibility factors; maintain current records and management reports which reflect an accurate 
accounting of caseload responsibility; initiate and update data in multiple computer systems 
accurately and in a timely manner; assist in the accurate preparation of various reports; 
maintain up-to-date multiple program manuals on policies and procedures; establish activities 
and priorities appropriately; maintain flexibility in adjusting to fluctuating volume and variety of 
work; demonstrate appropriate skills working with people in crisis; appropriately utilize and apply 
training received. 

 
Minimum Qualifications 
High school or GED plus two (2) years’ experience in fields providing the required knowledge, 
skills, and abilities; or any equivalent combination of experience and training which provides the 
required knowledge, skills, and abilities. 
 
Preferred Qualifications 
Experience working with people in crises. 
 
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. 
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Knowledge, Skills and Abilities Required 
A. Knowledge 

1. Knowledge of agency programs. 
2. Knowledge of specific division programs, policies, and procedures. 
3. Knowledge of basic human behavior and social problems. 
4. Knowledge of community and agency resources. 
5. Knowledge of computers and software, including Microsoft Word and Excel. 
6. Knowledge of community resources. 

B. Skills 
1. Skill in establishing interpersonal relationships. 
2. Skill in interviewing. 
3. Skill in mathematical computations. 
4. Skill in written and oral communication.  
5. Skill in providing guidance and direction to customers enabling them to meet their needs 

through their own efforts or with the aid of others. 
C. Abilities 

1. Ability to effectively communicate with staff, community and customers, both verbally 
and in writing. 

2. Ability to work with diverse populations and tolerate typically unacceptable social 
behavior. 

3. Ability to assess and address customer's needs. 
4. Ability to perform tasks requiring income to sit for extended period of time throughout the 

workday. 
5. Ability to meet deadlines. 
6. Ability to remember procedures or steps and to recall them to carry out routine tasks 
7. Ability to maintain confidentiality 
8. Ability to understand and apply agency policies and procedures. 
9. Ability to remain calm in crisis situations. 
10. Ability to deescalate conflicts. 
11. Ability to maintain flexibility to adjust plans as needs change. 
12. Ability to distinguish personal value judgments from program regulations. 
13. Ability to listen and comprehend. 
14. Ability to use/navigate a computer, the World Wide Web, and other technological 

devices, including Microsoft Office software. 
15. Ability to portray a professional image and attitude. 
16. Ability to be well-organized and multi-task responsibilities. 

 
 

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 
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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. 
 

 


