
 

 
Special Projects Coordinator #02731 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-09-2022 
 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  10 
 
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 
Plans, coordinates and executes department’s financial, operational, and compliance studies, prepares 
complex operating reports, administers department-wide strategic initiative programs that are focused on 
staff and operating improvements, adaptation to evolving technologies, client needs, or critical 
assessment of market participation.  Typically reports to department leadership or higher City 
administrator. 
 
Representative Work Functions and Responsibilities 
Provides subject matter expertise on project scope definition, risk identification, project methodology, 
resource allocation, facilitation, and other areas of expertise based on the employing department’s 
management polices and procedures. 
 
Develops, plans, coordinates, and executes ongoing and short-term assignments. 
 
Maintains related records, program databases, project timelines, milestones and outcomes.  Prepares 
statistics and reports on outcomes projected and realized.  May develop related publications for public 
release.  
 
Develops program / project budgets, and monitors, analyzes, and reconciles related records. 
 
Coordinates the work of subject matter experts responsible for needed materials, reports or services.  
Promotes team collaboration and adherence to quality, mission and timelines. 
 
May administer vendor contracts and internal service level agreements in order to ensure that all 
deliverables are met or exceeded. 
 
Sources, recommends selection, and coordinates the delivery of vendor / internal development programs, 
workshops, and seminars on program / project related topics.  May maintain related training databases, 
schedules (including travel) and staff certifications.  Coordinates work performance documentation and 
and adherence to governing code, ordinances or professional licensing agents.  May develop the means 
to collect client or public awareness and support of program / project.  Draws verifiable conclusions and 
recommends appropriate adaptations to optimize desired outcomes. 
 
Projects future material, property and intelligence needs, and coordinates plans that ensure its availability 
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via procurement / hiring, training, or outsourcing.  Prepares situational response plans for material 
resources and staffing of critical competencies that best ensure service continuity. 
 
Delivers team (possibly department) orientation to specific program / project or department’s mission and 
team membership roles.  Collaborates with leadership on matters of staffing and resource assignment, 
development of goals and service level agreement (SLA) outcomes. 
 
Conduct necessary research and develop reports to provide leadership with adequate information on 
which to make informed decisions, set strategies and assess goal achievement. Provide regular status 
updates to leadership on critical path initiatives supporting overall objectives; will utlilize multiple 
information and service delivery systems, and interdepartment resources to effectively execute assigned 
projects. 
 
Maintain program / project resource records and conduct situational assessments on same: material 
resources, contracted services, staffing and needed skill sets, and intellectual property.  Assists in the 
development of assessment condition ratings, identify risks, determine resource assignments, and 
needed acquisitions. 
 
Develop and store data in readily retrievable formats for use throughout the department and other 
involved agencies. 
 
Develop statistical analysis as required. 
 
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 current 
workloads and department needs. 
 
Performance Standards 
Satisfactorily coordinate special projects and initiatives; accurately conduct research and compile 
requested data; effectively utilize appropriate oral and written communications skills; thoroughly consider 
and highlight alternatives when making recommendations; and provide staff support for various initiatives 
of the employing department. 
 
Minimum Qualifications 
Bachelor's degree in a closely related discipline providing the subject matter expertise required by the job, 
and four (4) years professional and progressively responsible related  experience utilizing the subject 
expertise required by the position; or any equivalent combination of experience and training providing the 
required knowledge, skills, and abilities. 
 
Special Requirements 
Individual positions may require experience utilizing software specific to the operational activities of the 
employing department.  Special licensing or certification in the field related to the area of employment 
may be a pre-employment requirement or be obtained within a specified period following employment. 
 
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 of research techniques, data collection/retrieval and analytics. 
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2. Knowledge of city / department / governing policies, procedures and ordinances. 
3. Knowledge of time management techniques and software. 
4.    Extensive working knowledge and professional expertise in the relevant subject field. 

B. Skills 
1. Skill in providing clear and concise oral, visual and written presentations. 
2. Skill in organizing and presenting complex data and concepts. 
3     Skill in organizing resources and establishing priorities. 

C. Abilities 
1. Ability to prepare detailed methodologies for implementing projects. 
2. Ability to lead project teams and collaborate with others without having direct supervision. 
3. Ability to communicate effectively both orally and in writing. 

 
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. 
 
 


