
 

 
Operations Coordinator –  
Automotive Services #02402 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-09-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  14 
 
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 
Assist in administering the service, repair, maintenance, acquisition, and disposal of the City's 
automotive, marine, and aviation equipment. 
 
Representative Work Functions and Responsibilities 
Directly supervise Mechanic Supervisors and the Helicopter Shop, the Service Office, and Parts 
Department; enforce policies and procedures and review performance to ensure safe, productive, timely 
and quality work in accordance with the Virginia Beach Quality Service System; handle employee 
disciplinary actions; and evaluate supervisors’ performance to ensure policies and procedures are 
followed and customer service, quality control and production are in line with departmental goals. 
 
Perform duties of the Automotive  Services Administrator in his absence to ensure continuation of 
operation. 
 
Assist in the development and implementation of new procedures and policies; and implement, formulate 
and approve employee safety policies and procedures. 
 
Assist in budget preparation through review and recommend items required to enhance the operation. 
 
Respond to and/or dispatch employees for after hours calls as needed to ensure customer service is 
maintained. 
 
Recommend new and replacement equipment consistent with departmental needs; specify specialty 
equipment through research, knowledge of proposed uses and experience to improve equipment 
efficiency; coordinate and resolve difficult  issues with vendors concerning equipment which does not 
meet specifications, delivery dates or equipment performance; provide on-going tests of new/special 
materials to provide the most economical products for use on City vehicles; work closely with the 
Purchasing Division to ensure timely and accurate RFP’s for the procurement of equipment and services; 
and attend pre-bid conferences to provide consultant advice to Purchasing and vendors to address 
problem areas. 
 
Provide specialty training for operators and mechanics on equipment and tools to ensure proper use. 
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Work with all departments to resolve scheduling of service and repair issues. 
 
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 
Adequately perform duties of the Automotive Services Administrator in his absence; provide supervision 
in areas of responsibility; recommend effective new equipment designs and modifications; provide 
specialty training; effectively handle difficult problems with vendors; implement timely safety procedures 
for all areas; provide accurate, timely assistance in specification development; keep check on work and 
maintenance schedules, and operational policies and recommend effective updates and/or 
improvements; provide timely and complete budget preparation assistance; work with equipment 
supervisors is timely and complete; respond effectively to after hour calls and emergency situations; 
disciplinary problems are handled timely and effectively;  enforce security and lot procedures effectively; 
conduct tests of new and/or special parts and materials regularly and results are justified, accurate and 
complete; effectively monitor equipment operational costs and correct high cost items; pre-bid conference 
input is accurate and productive; assistance to the Automotive Services Administrator is effective and 
timely; and perform accurate and complete evaluations of employees. 
 
Minimum Qualifications 
High school or GED plus eight (8) years experience including five (5) in a supervisory position in positions 
such as fleet management or garage supervisor and responsible for the repair and maintenance of 
automotive and construction equipment; or any equivalent combination of experience and training which 
provides the required knowledge, skills, and abilities. 
 
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. 
 
Special Requirements 
Must be available to work evenings, weekends, holidays, and overtime when required to meet operational 
needs. 
 
This position may require that incumbents wear and maintain appropriate personal protective equipment 
such as, but not limited to, steel toed shoes, safety glasses, gloves, or other designated safety attire and 
equipment in designated areas of risk.  Specific requirements will be determined and communicated by 
the employee’s supervisor based on position assigned. 
 
This is a safety sensitive position and is subject to mandatory drug testing.  Positive drug test results may 
result in counseling and/or discipline, up to and including, termination. 

Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of automotive and heavy equipment specifications. 
2. Knowledge of the hazards and safety precautions of a large scale mechanical shop 

operation. 
3. Knowledge of basic accounting procedures, budget processes and procedures, and 

procurement practices and procedures. 
4. Knowledge of EPA, OSHA, DOT, MSDS, DEQ, CDL, and FAA regulations applicable to 

vehicles and equipment. 
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5. Knowledge of auction and disposal procedures. 
6. Knowledge of tools and equipment required to perform automotive and construction 

maintenance repair. 
7. Knowledge of Virginia State Inspection procedures and regulations. 
8. Knowledge of computerized maintenance and inventory systems. 
9. Knowledge of the principles and practices of automotive repair shop management and of the 

characteristics and maintenance needs of various automotive and mechanical equipment. 
10. Knowledge of Risk Management/Accident regulations and procedures. 

B. Skills 
1. Skill in effectively supervising subordinates. 
2. Skill in writing detailed specifications. 

C. Abilities 
1. Ability to respond to emergency calls after normal working hours. 
2. Ability to effectively negotiate contracts, scope of work issues and costs with vendors. 
3. Ability to work in extreme weather conditions for short periods. 
4. Ability to properly wear safety equipment (shoes, glasses, gloves, respirators, hard hats, etc.) 

when necessary. 
5. Ability to communicate effectively both orally and in writing. 
6. Ability to plan and supervise the work of journeymen automotive mechanics, supervisors, and 

office staff. 
7. Ability to read and understand complex reference material and instructions. 
8. Ability to work effectively with various city departments and divisions in regard to equipment 

and vehicle policies and repairs. 
9. Ability to operate a motor vehicle. 
 

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. 
 
 


