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FLSA Status:  Non-Exempt Pay Plan:  General Grade:  21 
 
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 
Enforce City codes pertaining to the licensing of business within the City of Virginia Beach and the 
collection of excise taxes pertaining to the same. 
 
Representative Work Functions and Responsibilities 
Ensure all businesses in the City of Virginia Beach are properly licensed, using proper rate application for 
type of business. 
 
Ensure all local requirements are met, such as zoning regulation requirements. 

 
Perform investigations (both office and on-site) for proper assessment, using different mediums as 
necessary for discovery purposes, such as the internet, publications, and third party resources; and 
conduct investigations, perform audits on businesses and prepare and present court cases on behalf of 
the City of Virginia Beach in the civil and  criminal divisions of the general district court. 
 
Correspond with taxpayers both verbally and in writing to establish/amend business license issues and 
begin process of collecting delinquent taxes. 

 
Prepare proper data for criminal and civil investigations on delinquent accounts for court collection. 

 
Make on the spot decisions in the absence of pertinent data. 

 
Has comprehensive knowledge of state and local tax laws affecting the classification and assessment of 
business property and business licenses. 

 
Gather data and conduct interviews to determine business license and special tax liability. 
 
Provide guidance to other Revenue Investigators in confirmation of revenue data/assessment, collection 
and investigation procedures, and court proceedings. 
 
Assume role of supervisor in the absence of senior Revenue Investigator. 

 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
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duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 

 
Performance Standards 
Investigate business license accounts, including through field audits, to determine proper classification 
and zoning requirements. Calculate tax due, using proper rate data.  Issue warrants to business 
establishments to present court cases for violation, demonstrating comprehensive knowledge of proper 
courtroom procedures.  Accurately and timely interpret and apply local tax codes.  Prepare necessary 
reports for middle and upper management, regarding collection totals and process.  Communicate 

effectively with general public, co-workers, and other City agencies in a clear, concise manner, 

documenting all pertinent data properly.  Represent commissioner and department in a professional, 
diplomatic manner, exercising appropriate judgment, discretion, and tact.  Exercise sound judgment in 
making determinations regarding the operational status of a business.  Establish and maintain a 
diplomacy within the business community, that encourages cooperation.  Develop a high proficiency in 
detecting inconsistencies.  Conduct careful research and analysis of business-related data for tax 
compliance purposes.  Work independently on special assignments.  In the absence of the manager, 
serve in a supervisory capacity.   
 
Minimum Qualifications 
High School or GED plus four (4) years’ experience in fields providing the required knowledge, skills and 
abilities, such as business management. 
 
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. 
 
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 pertaining to business license and 
special taxes. 

2. Knowledge of business license requirements. 
3. Knowledge of accounting and auditing principles and procedures, record keeping.  
4. Knowledge of computer applications and technology related to maintenance of tax records, 

financial spreadsheets, financial data bases, reporting, etc. 
5. Knowledge of geography of the city 
6. Knowledge of business and personal property assessment methods and procedures. 
7. Knowledge of City policies and procedures. 
8. Knowledge, extensive of civil and criminal court processes and procedures. 

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

techniques. 
6. Skill in interviewing techniques. 
7. Skill in responding calmly and diplomatically during stressful situations. 
8. Skill in conveying information to individuals and a diverse adult audience, both orally and in 
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writing, in a clear and concise manner. 
9. Skill in organization and prioritizing workload output. 
10. Skill in problem solving associated with complex information. 
11. Skill in preparing statistical data. 

C. Abilities 
1. Ability to receive and execute written instructions. 
2. Ability to communicate with personnel and the general public in a professional manner. 
3. Ability to clearly and effectively prepare and present written and verbal communication to 

upper level management. 
4. Ability to resolve problem situations. 
5. Ability to organize and schedule. 
6. Ability to make proper assessments. 
7. Ability to establish and maintain effective working relationships, with a diverse population. 
8. Ability to maintain confidentiality. 
9. Ability to exercise good judgment. 
10. Ability to work independently. 
11. Ability to drive a motor vehicle. 
12. Ability to act as a supervisor within a bureau as appropriate. 

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 sedentary work that involves walking or standing some of the time and involves exerting up to 
10 pounds of force on a regular and recurring basis and routine keyboard operations. 
 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs specialized technical work which may require general understanding of operating policies and 
procedures and their application to problems not previously encountered; requires continuous, close 
attention for accurate results and frequent exposure to 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. 
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