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FLSA Status:  Non-Exempt Pay Plan:  General Grade:  20 
 
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 
Appraise Real Property for assessment purposes. 
 
Representative Work Functions and Responsibilities 
Obtain and record data on land and improvements using deeds, plats, site plans, and field inspections in 
order to provide accurate information by which to appraise real estate for taxation purposes. 
 
Measure all types of structures using a tape measure or laser device and enter the dimensions and 
physical characteristics into the ProVal CAMA software system in order to establish the size and features 
of real property improvements to be used as a basis for evaluation and comparison to other properties. 
 
Periodically recheck structures for alterations in order to maintain accurate real property information and 
ensure quality in assessments. 
 
Perform basic real estate appraisals of less complicated properties to facilitate the timely reassessment of 
the City.  
 
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 
Thoroughly and accurately collect and enter data on land and improvements into the ProVal CAMA 
software system; accurately perform mathematical calculations; correctly recognize grades on quality of 
construction; and thoroughly follow the instructions of superiors regarding appraisal assignments and 
general office policy and procedures.  
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to two 
(2) years in fields utilizing the required knowledge, skills and abilities, and associated with such positions 
as real estate  appraisers, or any equivalent combination of experience and training which provides the 
required knowledge, skills, and abilities. 
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Please note:  Any real estate sales or brokerage licenses in the possession of the incumbent would have 
to be placed in an inactive status prior to the date of employment. 
 
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 
Appraisal related college level courses; appraisal licensure; ProVal CAMA software system experience. 
 
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 to wear and maintain appropriate personal protective 
equipment such as, but not limited to, steel toed shoes, hard hats, safety glasses, gloves, or other 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 real estate appraising fundamentals. 
2. Knowledge of basic Economics and Finance.  
3. Knowledge of basic mathematical statistics 
4. Knowledge of building construction practices. 
5. Knowledge of computer operation and the use of city standard software applications. 

B. Skills 
1. Skill in accurate measurement, collection and data entry of land and real estate 

improvements. 
2. Skill in making mathematical calculations relating to building construction and real estate 

appraising. 
3. Skill in making digital sketches using computer software. 
4. Skill in microcomputer operation and utilization of city standard spreadsheet and word 

processing software applications. 
C. Abilities 

1. Ability to gather and organize the essential facts pertinent to the determination of property 
value. 

2. Ability to establish and maintain effective working relationships with peers, other city 
departments, contractors, property owners, and other parties which provide necessary 
information used in assessing real estate. 

3. Ability to regularly bend, stoop, or climb stairs when applicable to assignment. 
4. Ability to maneuver over rough or uneven terrain to gather appraisal data. 
5. Ability to perform tasks requiring incumbent to sit, stand, or walk for extended periods 

throughout the workday. 
6. Ability to perform data entry or maintain handwritten or electronic records. 
7. Ability to work outdoors as necessary with occasional exposure to inclement weather. 
8. Ability to comprehend and follow oral and written instructions. 
9. Ability to perform tasks that require obtaining cooperation from co-workers or citizens to 

accomplish assigned tasks. 
10. Ability to work independently, but seek guidance when uncertainties arise. 
11. Ability to remember procedures and recall them to carry out routine tasks. 
12. Ability to adjust routine procedures to accommodate challenges or improve processes. 
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13. Ability to adjust to typical work stressors and maintain composure in stressful situations. 
14. Ability to safely operate a motor vehicle and travel to numerous sites each day to perform 

property assessments. 
15. Ability to effectively communicate with other city employees, customers, and the general 

public both orally and in writing. 
16. Ability to maintain an appropriate work pace, focus on routine tasks without distraction or 

compromising accuracy, and complete tasks within expected time frame. 
17. Ability to operate or learn to operate the ProVal CAMA software system effectively. 
18. Ability to operate a computer and use city standard software applications. 
19. Ability to perform a variety of tasks that may vary from day to day. 
 

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. 
 
 


