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City of Virginia Beach – Job Description 
Date of Last Revision: 08-11-2021 

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 
Identify, measure, and develop programs to treat all municipal risks; administer City insurance and self-
insurance programs; supervise worker's compensation, property and casualty claims adjusting activities; 
review all contracts entered into by the City; provide technical assistance to all City agencies, boards and 
commissions; provide analytical reports of City claims and risks; and coordinate the City’s disaster 
recovery public assistance program with FEMA and the Virginia Department of Emergency Services. 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 
Coordinate all risk identification and evaluation activities related to City properties and operations. 
 
Assist City agencies in the development of programs to reduce potential losses. 
 
Work with the safety office to address employee safety problems and needs. 

 
Identify, evaluate, select and implement various risk transfer  and risk funding mechanisms to reduce the 
City's potential for financial loss. 
 
Review all City contracts to eliminate the assumption of unnecessary risks and established limits for 
insurance and bonds to ensure adequate indemnification by contractors. 
 
Design appropriate insurance and self-insurance programs and determine types and limits of commercial 
insurance to be purchased to protect present and future City assets; and prepare specifications and 
negotiate with insurance brokers/agents and companies for the purchase of all City insurance. 

 
Allocate all risk management division costs to City agencies to fund divisional programs and activities. 

 
Provide various types of training to City personnel and provide risk management consulting services to 
City agencies to impart knowledge on risk reduction measures; and coordinate Citywide staff training and 
actual collection efforts for disaster recovery public assistance funding with federal and state agencies 
(FEMA and DES). 
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Administer civil claims and monitor litigation defense activities to reduce costs and develop knowledge of 
and correct City operational problems. 
 
Administer adjustment of claims under the City’s self-insured workers’ compensation program. 

  
Title and license all City motor vehicles and water craft. 
 
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 
Accurately analyze the City's exposures to monetary losses and allocate projected costs to City agencies, 
avoiding large budgetary fluctuations; avoid unexpected legal liabilities by accurately reviewing all City 
contracts; effectively negotiate insurance contracts to obtain the most cost effective premium quotations 
under existing insurance market conditions; regularly provide education to City personnel to reduce 
property, liability and workers' compensation losses; effectively monitor litigation activities; and accurately 
assess City operations to correct potential operational risks. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
eleven (11) years in fields providing the required knowledge, skills, and abilities, and associated with such 
positions as insurance administrator or risk manager. 
 
Must have current and valid driver’s license. 

Preferred Qualifications 
Associate in Risk Management, Fellow in Risk Management, Chartered Property & Casualty Underwriter, 
or equivalent professional designations preferred. 

 
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 the principles of risk management. 
2. Knowledge of the insurance mechanism including policy forms, endorsements, legal 

restrictions and markets. 
3. Knowledge of the organization and operation of municipal governments. 
4. Knowledge of liability and workers' compensation laws. 
5. Knowledge of municipal budgeting and cost allocation plans. 
6. Knowledge of contracts. 
7. Knowledge of the use of technology in reporting, analyzing, and processing liability claims. 
8. Knowledge of FEMA and DES programs and regulations. 
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B. Skills 

1. Skill in identifying, measuring, analyzing and developing programs to respond to risks of loss 
of/to money, employees and property of the City. 

2. Skill in analyzing and negotiating insurance contracts. 
3. Skill in developing programs to respond to unique needs of various City departments and 

agencies. 
4. Skill in communicating information about actual or potential operational risks to all levels of 

City government, insurance industry personnel and defense attorneys. 
5. Skill in performing statistical analysis of losses, insurance premiums and other operations 

costs and in preparing associated reports to the Director of Finance and others as needed. 
6. Skill in analyzing and understanding contracts. 
7. Skill in coordinating risk management activities with state agencies. 

C. Abilities 
1. Ability to read and understand contracts, financial documents, city and state codes and 

regulations, insurance policies and other technical data and reports related to the 
management of the City's risks. 

2. Ability to effectively communicate in writing and orally with all levels of city government as 
well as with insurance industry personnel, attorneys, citizens and state and federal 
government officials (both elected and appointed). 

3. Ability to effectively negotiate with insurance industry personnel, attorneys, citizens and city 
personnel, sometimes in advisory situations. 

4. Ability to facilitate shared understanding, consensus building, reduced redundancy, and 
reduced liability exposure. 

5. Ability to manage people. 
6. Ability to understand and perform statistical analysis of various data. 

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. 
 

 


