
 

 
Permits & Inspections Administrator #02408 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-09-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  18 
 
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 
Manage the administration and enforcement of the Uniform Statewide Building Code and coordinate the 
activities involved in its enforcement; and responsible for permitting processes and Civil Inspections. As a 
City Manager appointee, this position serves at the pleasure of the City Manager and is not considered 
part of the merit service as defined in City Code, section 2-75. 

Representative Work Functions and Responsibilities 
Manage the administration and enforcement of building, electrical, mechanical, plumbing, fire prevention 
and erosion & sedimentation control permits and inspections. 
 
Oversee the enforcement of City/State ordinances/codes, policies and procedures. 
 
Interpret codes and offer alternative solutions, modifications and/or waivers related to permits and 
inspections. 
 
Oversee the review of all commercial and residential building, plumbing, electrical, and mechanical plans 
for compliance with related codes. 
 
Develop and/or enhance department and division policies, procedures and rules and ensure that they are 
understood and adhered to by staff. 
 
Manage staff activities within the division and evaluate activities and operations using statistical data and 
reports to ensure their efficiency and effectiveness. 
 
Meet, confer and make presentations to City Council and other City/State boards and commissions and 
represent the Planning Director at various meetings.   
 
Communicate with architects, engineers, members of the building industry, general public and other City 
departments to provide interpretation and clarification of building related issues. 
 
Provide testimony in court related to building codes and inspections. 
 
Coordinate the development or revision of City codes and ordinances related to permits and inspection 
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services. 
  
Facilitate and coordinate application of Virginia Beach Quality Service System (VBQSS) concepts, 
principles and practices to ensure division activities are in keeping with City strategic initiatives, goal, 
objectives, and destination points. 
 
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 direct the division of Permits and Inspections; clearly and concisely offer solutions to code 
problems; thoroughly present the budget; accurately and thoroughly give testimony in court cases; 
effectively communicate both verbally and in written form; thoroughly review code changes prior to 
submittal to proper authority; ensure that assignments of special projects are reviewed for correctness 
and accuracy prior to submittal to the proper authority, and that division policies and procedures are in 
accordance with established policies and procedures. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
twelve (12) years in fields such as architecture, engineering or building construction administration which 
provide the required knowledge, skills, and abilities. 
 
Preferred Qualifications 
Bachelors degree in architecture, engineering or building construction administration or similar field; 
possession of a Certified Building Official (CBO) certificate; five (5) years of supervisory experience; a 
valid Virginia or North Carolina driver’s license. 
 
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. 
 
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. Comprehensive knowledge of the practices of building, electrical, plumbing, mechanical 
construction, and civil inspections enforcement. 

2. Knowledge of municipal administrative practices and operational policies and procedures. 
3. Comprehensive knowledge of all applicable State and City Building Codes. 
4. Knowledge of court procedures. 
5. Knowledge of modern management principals including budget and personnel management. 
6. Knowledge of Quality Management theories, concepts, and practices, how to apply them, and 

how to gain staff commitment to them to maximize division efficiency and effectiveness. 
7. Knowledge of municipal government mission, programs, and services and the Planning 

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

1. Skill in planning and coordinating the various phases of inspection services. 
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2. Skill in interpreting all applicable State and City Codes. 
3. Skill in effective oral, written and interpersonal communication with staff and customers in 

conveying complex information or resolving sensitive issues.   
4. Skill in displaying leadership, initiative, ingenuity and resourcefulness in carrying out 

assignments and responsibilities and in motivating employees. 
C. Abilities 

1. Ability to establish and maintain harmonious relationship with other City departments, State 
and Federal Officials and the general public.  

2. Ability to present tasks and recommendations effectively in oral and written form.    
3. Ability to develop long term plans and evaluate work accomplishments. 
4. Ability to define problems, gather pertinent data, evaluate alternatives and make independent 

decisions. 
5. Ability to handle stress resulting from a high volume of work and adversarial relationships 

encountered in code enforcement work. 
6. Ability to make field inspections when necessary. 
 

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. 
 
 


