
 

 
Revenue Agent III #00890 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-04-2021 

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 
Perform one or a variety of functions in support of taxation classification and assessments by providing 
the taxpayers of the City with information and assistance with City and State taxes, pertaining to areas 
such as business license, business property, trustee, personal property, real estate, and state income 
taxes. 
 
Representative Work Functions and Responsibilities 
Assess all taxes that fall within the guidelines of the City and state codes; audit, classify and assess 
business and personal property. 
 
Compile and analyze revenue data compiled through research. 

 
Audit complex income tax returns for proper computation of values for billing and refunding purposes. 
 
Interview taxpayers, responding to complicated tax inquiries, and facilitate an understanding of complex 
auditing procedures. 

 
Make classification adjustments when necessary. 
 
Conduct field inspections when necessary. 
 
Provide guidance to other Revenue Agents in confirmation of revenue data/assessment. 

 
Issuance of summons to delinquent taxpayers. 
 
Able to produce complex reports as necessary. 
 
Manage special tasks as assigned by supervisor or managing deputy. 

 
Make independent decisions concerning classification of businesses for licensing purposes, assessment 
of personal or business property, preparation of income tax returns, and/or the transfer of and related 
issues pertaining to real estate records, based on thorough knowledge and understanding of the code. 
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Able to achieve a level of cross-training that allows the employee to rotate among departments in a 
seamless fashion, with little to no difficulty. 
 
Work with individuals from various City agencies and businesses throughout the City to provide 
necessary information. 
 
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 process tax assessments and maintain historical records for City and State, to include such 
taxes as personal property tax, state income tax, real estate records, utility tax, business license tax, 
lodging tax and any other tax that fall within the guidelines of the City and state codes.  Accurately and 
timely provide information for resolving discrepancies on tax matters.  Provide skilled, knowledgeable and 
accurate assistance to taxpayers in person or by telephone on tax assessment inquiries.  Has effectively 
cross trained to deal with tax issues for locality and state, providing highest level of experience and 
knowledge.  Accurately maintain historical records in APHIS (Automated Property History Information 
System); accurately prepare state income returns; accurately assess business or personal property taxes; 
accurately classify businesses for licensing purposes.  Effectively communicate with taxpayers and 
professional businesses for resource information.  Demonstrate high degree of efficiency in proper tax 
assessment.  Ensure all mandated deadlines are achieved. 
 
Minimum Qualifications 
High School or GED plus four (4) years’ experience in a field which provides the required knowledge, 
skills and abilities, such as accounting. 
 
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, extensive, of City and State tax Codes. 
2. Knowledge of accounting principles and auditing procedures. 
3. Knowledge of computer applications and technology related to maintenance of tax records, 

financial spreadsheets, financial data bases, reporting, etc. 
4. Knowledge of tax forms and applications. 
5. Knowledge of City policies and procedures. 
6. Knowledge of assessing and auditing methods and procedures and real estate transfer 

principles and terminology. 
B. Skills 

1. Skill in conducting informational interviews of taxpayers and professionals. 
2. Skill in applying accounting principles. 
3. Skill in interpretation of City and State laws. 
4. Skill in verbal and written communications, specifically relating to technical tax information. 
5. Skill in researching, analyzing, and reporting tax-related information. 
6. Skill in recognizing problems and initiating corrective action using logical decision-making 

techniques. 
7. Skill in interviewing techniques. 
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C. Abilities 
1. Ability to effectively use computer resources for research and reporting. 
2. Ability to communicate effectively and assess problems with taxpayers. 
3. Ability to examine, prepare and maintain complex records and reports. 
4. Ability to comprehend and apply written and oral instructions. 
5. Ability to work independently and make independent decisions. 
6. Ability to maintain confidentiality. 
7. Ability to work with a diverse population of taxpayers and employees. 
8. Ability to establish and maintain effective working relationships with various City employees 

and taxpayers. 
9. Ability to assist lower level agents with interpreting state and city laws/codes. 
10. Ability to conduct research and analyze data for reporting purposes. 
11. Ability to learn new computer programs and applications. 
12. Ability to manage special tasks. 
13. Ability to produce special reports. 

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. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 
Requires work that involves walking or standing for extended periods of time and involves exerting up to 
10 pounds of force on a regular and recurring basis and the ability to key data for extended  periods and 
routine keyboard operations. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs clerical, manual, and technical tasks requiring a wide range of procedures and may require 
advanced understanding of a restricted field or complete familiarity with the functions of a unit or small 
division of an operating agency; requires normal attention, ability to multi-task for long periods with short 
periods of concentration for accurate results, and/or occasional exposure to face to face inquiries and 
unusual pressure 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 
This job involves a risk of limited to no exposure to any environmental hazards. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
The job requires normal visual acuity, and field of vision, hearing and speaking. 
 

 


