
 

 
Utility Control Center Operator II #01031 
City of Virginia Beach – Job Description 
Date of Last Revision: 07-01-2022 

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 
Coordinate the day-to-day activities of the Utility Control Center; monitor and control the operation of 
Public Utilities water pump stations and sewer pumping stations through the computerized control center 
system; administer Public Utilities databases, personnel training, scheduling, coordinating projects and 
assignments, and procurement of equipment and supplies. 
 
Representative Work Functions and Responsibilities 
Prepare and update operations manuals to ensure that all system changes are current. 
 
Assist in training control center operators in the use of equipment and procedures. 
 
Assist in the implementation and testing of automated systems to ensure proper functioning. 
 
Prepare written reports for use within the control center and the Department of Public Utilities. 
 
Maintain disk and tape libraries for reference and retention of historical data; and responsible for 
maintaining PCS master data files. 
 
Ensure adequate inventory of expendable computer supplies. 
 
Ensure accuracy of Public Utilities databases. 
 
Assist in the preparation of monthly personnel sheets and work schedules; and assist in making operator 
project assignments and reviewing progress. 
 
Assist office personnel in the use of personal computers. 
 
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 
Ensure that daily and monthly reports are correctly processed and distributed; ensure that control center 
equipment is operational; ensure that tape and disk libraries are maintained and properly backed up; 
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ensure that supply inventories are maintained; ensure that all water and sewer pump station alarms are 
properly dispatched to the appropriate personnel; ensure that operators are properly trained on the 
equipment; ensure that Public Utilities data is properly entered; and ensure that personnel shifts are 
properly scheduled. 
 
Minimum Qualifications 
High school or GED plus three (3) years’ experience in computer operations or a related field that 
provides the required knowledge, skills, and abilities, in positions such as Computer Operator; or any 
equivalent combination of experience and training which provides the required knowledge, skills, and 
abilities. 
 
Special Requirements 
Must be able to work varying shifts including weekends and holidays and be available to work overtime 
when required to meet operational needs. 
 
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. 
 
This is a safety sensitive position and is subject to mandatory drug testing.  Positive drug test results may 
result in counseling and/or discipline, up to and including, termination. 

Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of real time computer system operations. 
2. Knowledge of basic hydraulic principles and operational concepts of the water distribution 

system. 
3. Knowledge of computer equipment inventory. 
4. Knowledge of FORTRAN IV, C, PASCAL and MACRO-11 computer languages, and RSX-

11M and VMS operating systems. 
5. Knowledge of principles of personnel management and effective supervision. 

B. Skills 
1. Skill in the operation and use of electronic control center equipment. 
2. Skill in the interpretation of maps and schematic plans. 
3. Skill in touch typing on QWERTY keyboard. 
4. Skill in the operation of radio transceivers, radio paging systems, and radio data telemetry. 

C. Abilities 
1. Ability to analyze problems and draw conclusions and react in a timely manner in routine 

emergency situations. 
2. Ability to utilize effective training techniques. 
3. Ability to communicate effectively. 
4. Ability to develop and implement effective training programs. 
5. Ability to express ideas clearly and concisely both orally and in writing and prepare complex 

and technical reports. 
6. Ability to establish and maintain effective working relationships with superiors, subordinates 

and associates. 
7. Ability to make oral presentation of reports using a variety of audio-visual equipment to 

management personnel. 
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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. 
 


