
 

 

 
Housing Specialist II #02001 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-28-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  21 
 
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 
Financially assess low and moderate income households and provide assistance through federal and 
state subsidized housing programs consistent with the City's policy to provide decent, safe and sanitary 
housing to every citizen. 
 
Representative Work Functions and Responsibilities 
Review applications and interview applicants to obtain information to determine eligibility for program 
assistance. 
 
Request code inspections and work write-ups to determine construction financial feasibility and the type 
of assistance needed; request title reports and appraisals and serve as a liaison with appraisers and 
attorneys to facilitate the determination of ownership and property values; and obtain documentation that 
dwelling is in compliance with minimum housing standards. 
 
Serve as a liaison with private developers, financial institutions, mortgage bankers, real estate brokers, 
city officials, and other agencies to avoid clients' financial misrepresentations; and prepare loan packages 
to submit to lending institutions for approval. 
 
Process, disburse, and monitor payment for attorneys, contractors, surveyors, landlords and clients to 
ensure that appropriate and timely payments are made and to ensure that the client does not exceed the 
maximum assistance approved. 
 
Maintain liaison with state and federal housing officials to ensure that policies and regulations are 
properly interpreted and implemented. 
 
Assist Housing Specialist I’s with difficult cases when necessary to eradicate barriers that would deter 
financing. 
 
Prepare monthly and annual reports and monitor status to advise Housing Supervisor on specific issues. 
  
Review financial problem cases with Housing Supervisor to determine appropriate actions. 
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Receive and investigate complaints to recommend appropriate actions to the Housing Supervisor. 
 
As designated, perform in the capacity of Supervisor in the absence of the Unit Supervisor. 
 
Drive a city vehicle to transport participant(s) in meeting housing stabilization goals (Only for Outreach 
and Engagement Team and Prevention and Diverson Team) 
 
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 handle complex financial cases which require a higher level of housing finance and housing 
counseling knowledge; effectively employ case management techniques to accurately specify and 
document actions and follow-ups; accurately apply state and local regulations governing housing 
programs; effectively communicate both orally and in writing with staff, citizens, and other officials. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to six 
(6) years in fields utilizing the required knowledge, skills and abilities and associated with such positions 
as housing programs counselor, financial counselor, social worker or housing specialist. 
   
Must have a current and valid driver’s license for positions in the Outreach and Engagment or Prevention 
and Diversion Team.  
 
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 federal, state and local housing regulations, programs and procedures. 
2. Knowledge of principles and practices of housing finances. 
3. Knowledge of practices and techniques of housing counseling. 

B. Skills 
1. Skill in mathematical computations to maintain statistical data and preparation of technical 

reports. 
2. Skill in interpretation of policies and procedures as related to housing programs. 
3. Skill in independent decision making and concise and effective communication (both oral and 

written). 
C. Abilities 

1. Ability to make decisions under pressure in a short time frame. 
2. Ability to analyze, review and develop sound recommendations relative to the results of 

investigations and reports. 
3. Ability to interpret contract terms and conditions in relation to existing housing circumstances. 
4. Ability to establish and maintain effective working relationships with all levels of government 

officials and the community in general. 
5.   Ability to transport clients (Only for Outreach and Engagement Team and Prevention and 

Diverson Team) 
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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. 
 
 


