
 

 
Operations Coordinator –  
Juvenile Detention #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 
Perform difficult professional and administrative duties overseeing the children and counselors for 
operation of a 24-hour juvenile detention home. 
 
Representative Work Functions and Responsibilities 
Assist the Administrator in development, evaluation and direction of programs for the Juvenile Detention 
Center; and assist the Administrator in planning and organizing programs, services, and activities for the 
detention home. 
 
Participate in developing budget; manage and develop the financial resources; and advise Administrator 
of projected overage/shortages and recommend corrective action to remain within budgetary constraints. 
 
Ensure staff meets state training requirements and design and participate in in-service training program. 
 
Provide and monitor education and treatment services to relevant agencies and populations. 
 
Plan and coordinate special interest programs including child rights, counseling, crisis prevention, child 
abuse and others. 
 
Evaluate program development and staff performance. 
 
Coordinate regional court service activities including detention documents, authorization listings, court 
dates, and correspondence. 
 
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 
Programs are consistent with needs of clients and facility; programs are evaluated for effectiveness in 
achieving goals on a continual basis and are modified accordingly; division programs meet the Code of 
Virginia and State Board of Youth and Family Services regulations; budget reflects goals and priorities 
and is promptly revised in response to changes in funding; expenditures correspond to budget schedules 
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with any change justified and approved; public officials are kept informed of program 
progress/plans/problems on a timely basis; cooperative relationship is maintained with community 
agencies and organization; public support for program is maintained; staff turnover is minimal; employee 
development is encouraged through educational and training opportunities; and employee performance is 
effectively monitored through the employee performance appraisal process. 
 
Minimum Qualifications 
Requires any combination of education and/or experience equivalent to eight (8) years, two (2) of which 
must have been in a supervisory capacity, in fields related to psychology, sociology, criminal justice or 
public administration which provide the required knowledge, skills, and abilities.  
 
Preferred Qualifications 
Master’s degree in a field related to human behavior and experience in corrections and residential care. 
 
Special Requirements 
Must be able to work rotating shifts (days/evenings/midnights) including weekends and holidays and be 
available to work 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. 
 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of the policies and procedures of the juvenile justice system. 
2. Knowledge of federal, state and local laws as they relate to the Juvenile and Domestic 

Relations Court. 
3. Knowledge of the Virginia Department of Youth and Family Services Standards. 
4. Knowledge of the current trends and methods of addressing delinquency and related 

problems. 
5. Knowledge of government budgeting and financial management. 
6. Knowledge of the jurisdiction of the Juvenile and Domestic Relations Court. 
7. Knowledge of City of Virginia Beach personnel practices. 
8. Knowledge of Quality Management theories, concepts, practices, how to apply them, and 

how to gain staff commitment to them to maximize unit effectiveness and efficiency. 
9. Knowledge of municipal administrative practices and operational policies and procedures.     
10. Knowledge of municipal government mission, programs, and services and the Juvenile 

detention center role/contribution to the government’s goals and objectives. 
B. Skills 

1. Skill in fiscal planning and management. 
2. Skill in management and supervision of personnel. 
3. Skill in working with the media to create a positive public image. 
4. Skill in making public presentations to small and large groups. 
5. Skill in conducting program evaluation and program planning. 
6. Skill in effective oral, written and interpersonal communication with a diverse staff and 

customers in conveying complex information and/or resolving sensitive issues. 
 

C. Abilities 
1. Ability to develop and maintain effective working relationships with juveniles, subordinates, 
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state and local officials, and the general public. 
2. Ability to recognize problems of both a physical and psychological nature as exhibited by 

juveniles. 
3. Ability to effectively communicate with a diverse population of government executives, public 

officials, groups, and/or boards of directors. 
4. Ability to plan and direct administrative/facility maintenance tasks for the VBJDC. 
5. Ability to plan and supervise the work of others. 
6. Ability to communicate effectively both orally and in writing. 
7. Ability to use physical force to subdue individuals of various sizes. 
8. Ability to keep comprehensive records and prepare reports. 
9. Ability to plan and manage a budget for a large facility. 

 
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. 
 
 


