
 

 
Parking Operations Supervisor #03137 
 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-15-2022 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  G.23 
 
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 
Assists the Parking Manager with managing and coordinating the planning, implementation, and 
administration of programs and processes in City parking operations. The position will assist in 
developing the strategic plans for the Parking Enterprise Fund and all parking operations. 
Representative Work Functions and Responsibilities 
Supervise the meter maintenance and revenue collections program. 
 
Conduct parking occupancy and usage studies and prepare resulting data to recommend operational 
changes. 
 
Assist land use planners with developing parking ratio requirements. 
 
Research and prepare studies regarding parking use policies for both on- and off-street operations. 
 
Develop and revise parking policies and procedures to maintain customer satisfaction and parking 
availability. 
 
Maintain and analyze parking revenue/expense spreadsheets. 
 
Respond to customer problems and/or complaints regarding parking in a timely, courteous manner. 
 
Research and develop specifications for bids for parking equipment and related machinery systems. 
Research and respond to parking inquiries and concerns from the public. 
 
Liaison with the Town Center Advisory Board, the Resort Area Advisory Committee, the Police 
Department, and various stakeholders and ownership interests and attend  meetings as needed. 
 
Conduct parking facility operational and maintenance inspections. 
 
Maintain City parking resources to ensure cleanliness and attractiveness to customers and maximize 
safety and security within budgetary constraints. 
 
Monitor parking management contractors compliance with city policies. 
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Provide oversight to cash handling and customer service practices. 
 
Monitor the Parking Access and Revenue Control System functionality and use by customers and 
lessee’s. 
 
Interface with vendors and ensure contract compliance. 
 
Meet and communicate with staff in other City departments. 
 
Provide oversight to the garage capital maintenance program and work scheduling and keep detailed 
records of past work and warranty documentation as well as on-going facility condition. 
 
Serve as a project manager on rehabilitation and replacement projects. 
 
Recommend the selection of equipment and software for the City's parking facilities and operations. 
 
Participate in special event planning to maximize parking availability, safety, and security while ensuring 
financial sustainability of the parking system. 
 
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. 
 
Minimum Qualifications 
Any combination of education and experience equivalent to six (6) years in fields related to parking 
administration and operation, business management, or public administration which provide 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.  

Preferred Qualifications 
Bachelor’s degree in Planning, Business Administration, or Public Administration; five years experience in 
parking or closely related field. 
 
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 the principles and objectives of municipal planning and of research and statistical 
analysis techniques. 

2. Knowledge of industry best practices in the operation of parking facilities, contracts, and 
concessions. 

3. Knowledge of basic construction/engineering terminology and techniques as applies to parking 
facilities 

4. Knowledge of business finance, accounting, and parking-specific auditing protocols. 
5. Knowledge of contract administration and preparation. 
6. Knowledge of parking systems design and operation. 



Parking Operations Supervisor #03137 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 

Page 3 of 3 
 

7. Knowledge of leadership and management principles and practices as they relate to parking 
systems. 

8. Knowledge of techniques involved in economic development and revitalization programs—and 
their relationship to parking and transportation programs. 

9. Knowledge of crime prevention through environmental design. 
B. Skills 

1. Skill in conducting parking and transportation studies. 
2. Project management skills. 
3. Analytical and problem-solving skills. 
4. Skill in research, documenting processes, performance, and outcomes. 
5. Skill in presenting written and oral reports in a concise manner. 
6. Listening and interpersonal skills. 
7. Skill in computer applications including word processing, spreadsheet, database, email, and other 

related software applications. 
C. Abilities 

1. Ability to prepare succinct, coherent, and technically accurate reports and analyses. 
2. Ability to read and interpret surveys, engineering plans, and architectural drawings, and formulate 

conclusions and recommendations 
3. Ability to deal effectively and tactfully with other professionals, elected officials, contractors, 

consultants, and the general public. 
4. Ability to diplomatically defuse adversarial situations. 
5. Ability to work independently and to organize and prioritize workload. 
6. Ability to present ideas in business-friendly and user-friendly language. 

 
 

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. 
 
 


