
 

 
Utility Operations Administrator #02950 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-15-2022 

FLSA Status:  Exempt Pay Plan:  Administrative 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 
Assist the Director of Public Utilities in the administration, operation, maintenance, and repair of all water 
and sewer facilities for Public Utilities. 
 
Representative Work Functions and Responsibilities 
Provide overall supervision for the operation, maintenance, and repair of water and sewer facilities and 
systems to ensure continuous service to residential and commercial customers. Supervise the activities of 
an extensive operation which supports Public Utilities. 
 
Establish overall goals, objectives and performance expectations for the division. Ensure employees and 
supervisors are aware of responsibilities and effective in performance. 
 
Establish policies and procedures to provide structure and guidance and ensure city and departmental 
policies and procedures are followed. 
 
Oversee divisional purchasing, budgeting, personnel management and other aspects of administration to 
ensure the optimal and efficient use of equipment and personnel. Implement improvements as necessary 
to align available resources most efficiently with service demands.  
 
Prepare and review divisional operating budget and monitor expenditures to assure that effective and 
efficient use of available resources. Ensure expenditures and investments reflect good stewardship of 
public funds. 
 
Prepare necessary requisitions and specifications to acquire required supplies, materials, equipment, and 
services through central purchasing; and; participate on the Public Utilities' product selection committee. 
Ensure compliance with all laws and policies governing municipal procurement within the division. 
 
Establish goals and standards for effective operations and maintenance of Public Utilities infrastructure 
and equipment. Prepare and administer infrastructure operations and maintenance policies and 
procedures to optimize asset life cycles and organizational productivity.   
 
Actively promote a culture of safety within the Operations Division. Provide coordination with inside and 
outside agencies to provide employee training and safety programs to alleviate occupational hazards as 



Utility Operations Administrator #02950 

   
This description is intended to indicate the kinds of tasks and levels of work difficulty that will be required of positions that will be given this 
title and shall not be construed as declaring what the specific duties and responsibilities of any particular position shall be. It is not intended to 
limit or in any way modify the right of any supervisor to assign, direct, and control the work of employees under his or her supervision. The use 
of a particular expression or illustration describing duties shall not be held to exclude other duties not mentioned that are of similar kind or 
level of difficulty. 

Page 2 of 4 
 

set forth in guidelines provided by OSHA. 
 
Receive citizen inquiries, complaints, and claims and coordinate appropriate response or corrective 
action.  
 
Oversee operations of a 24-hour-per-day computerized control center to remotely monitor and control 
water pump stations and monitor sewer pump stations. 
 
Coordinate as necssary with the fire department to ensure adequate water supply for fire suppression. 
 
Maintain documentation for installation of new water and sewer service connections. 
 
Receive notification and mark underground utilities in compliance with Virginia's utility damage prevention 
act as implemented by Miss Utility of Virginia. 
 
Oversee operation of a state-certified water testing laboratory to ensure quality water is provided. 
 
Oversee operation of the utility storeroom and associated inventory.  
Coordinate with the Fleet Management on maintenance and purchase of all rolling stock equipment in 
Public Utilities. 
 
Respond to emergencies as required on nights, weekends, and holidays. 
 
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 
Provide necessary quantity and quality of water and sewer collection service with minimal interruption and 
effect to customers; ensure efficient and effective use of personnel, material and equipment resources; 
maintain adequate inventory in storeroom and supply yard to support operations; ensure through 
laboratory test results that regulatory water quality standards are met; maintain auditive records of 
financial transactions of operations to include inventory of fixed assets; ensure that all personnel actions 
are processed in a timely manner; ensure that accurate records are maintained of all new service 
connections; ensure that the appropriate corrective action is taken on citizen complaints; ensure that all 
requests for utility locations are responded to and the appropriate markings are made in accordance with 
the Utility Damage Prevention Act; ensure that the water testing laboratory is in compliance with all State 
laws and regulations; ensure that there is sufficient maintained and operational equipment available to 
adequately accomplish jobs; ensure that emergencies are responded to within two (2) hours of 
notification; and ensure that all safety regulations are adhered to as set forth by OSHA regulations. 
 
Minimum Qualifications 
Bachelors degree in Engineering, Public Administration, or related fields OR any combination of 
education and experience equivalent to twelve (12) years, in fields related to utility operations and which 
provide the required knowledge, skills and abilities. associated with such  positions  as Civil Engineer, 
Utility Engineering Manager, City Engineer,  Engineering Administrator, Operations Manager, or Utility 
Operations Superintendent. 
 
Must have a current and valid driver’s license. 
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Special Requirements 
Must be available to work evenings, nights, weekends, holidays, and 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. 

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. 

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

1. Knowledge of modern principles and practices of a municipal water supply and wastewater 
collection systems. 

2. Knowledge of occupational hazards of utility work and required safety precautions. 
3. Knowledge of the budget and financial management principles and practices necessary for 

developing and managing operating and capital budget plans and effective resource 
allocation. 

4. Knowledge of city and departmental policies and procedures. 
5.    Knowledge of standard procurement rules and methods. 
6. Knowledge of the health and environmental rules, regulations and laws applicable to a water 

and wastewater utility. 
7. Knowledge of general concepts of mechanics to include pumps and motors, electricity, heavy 

construction equipment, chemistry, general laboratory techniques, methods and procedures, 
office equipment, budgeting, inventory control, and warehousing. 

8. Knowledge of the application of automated data processing hardware and software and 
technology systems as applied to Public Utilities programs and services 

9. Knowledge of EEO rules and regulations. 
10.  Knowledge of principles and practices of strategic planning and process management. 
11.  Knowledge of principles and practices of organizational behavior, change management, and 

leadership. 
 

B. Skills 
1. Skill in establishing and maintaining effective working relationships with other city officials, 

employees and the public. 
2. Ability to effectively coordinate divisional activities and manage a variety of 

managerial/supervisory subordinates. 
3. Skill in the effective presentation of technical information and recommendations in both oral 

and written form. 
4.   Skill in managing a diverse workforce. 
5.   Skill in managing interpersonal relationships and personnel issues. 

C. Abilities 
1. Ability to plan and supervise the work of others (professional, middle management technical, 

clerical, and skilled staff). 
2. Ability to establish and maintain effective working relationships with co-workers, other city 
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officials, subordinates, contractors, vendors, and the general public. 
3. Ability to prepare complex reports. 
4. Ability to develop and implement effective strategies and methods to meet departmental 

goals and objectives. 
5.   Ability to coordinate and supervise the work efforts of all assigned personnel to ensure 

optimal productivity and efficiency. 
6.   Ability to implement technology solutions to improve the effectiveness, efficiency and 

economy of the Public Utilities Operations Division. 
7. Ability to respond and provide leadership during emergency situations. 
8.   Ability to respond to routine and/or emergency situations on weekends and holidays on a 

rotating basis. 
9.   Ability to engage in problem solving, exercise sound judgment, and implement collaborative 

decision making. 
 
 

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. 
 
 


