
 

 
Youth Opportunities Coordinator #02366 
City of Virginia Beach – Job Description 
Date of Last Revision: 11-09-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  13 
 
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 
Develop and implement a work plan to establish and maintain a cooperative partnership between the City 
and Schools and a collaborative effort among youth-serving agencies; provide system-wide coordination 
and leadership; and identify and expand opportunities for all youth with a special focus on those at-risk.  
Varied hours, nights, and weekends will be required. 
 
Representative Work Functions and Responsibilities 
Assess current service programs available for youth and identify gaps and duplications. 
  
Establish and maintain cooperative and reciprocal working relationships with other youth-serving 
agencies, citizens, and elected officials to maximize resources and eliminate duplication of services. 
 
Create, lead, and sustain a diverse Youth Opportunities Team to plan strategically and address youth 
issues.  
 
Conduct public awareness campaigns and develop cooperative media relations; and promote 
Community-wide knowledge and integration of youth development principles and practice. 
 
Determine needs/concerns of youth, parents, and communities through surveys, focus groups, etc., and 
communicate results to youth-serving agencies for program revision/development. 
 
Track and respond to proposed federal and state legislature with potential impact on youth. 
 
Develop and manage unit’s budget. 
 
Provide supervision for staff. 
 
Prepare and assist in the presentation of annual report to City leadership; prepare other reports as 
needed. 
 
Provide central sources of data by overseeing the development and maintenance of a website with links 
to databases of youth and family opportunities. 
 
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 
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current workloads and department needs. 
 
Performance Standards 
Effectively coordinate the functions of the Youth Opportunities Office; successfully communicate and 
collaborate with youth-serving agencies, City departments, schools, community groups, and citizens; 
coordinate and facilitate the expansion of youth opportunities and services for diverse populations to 
effectively and efficiently meet the needs of the community; and prepare and submit reports in an 
accurate and timely manner. 
 
Minimum Qualifications 
Any combination of education (above the high school level) and/or experience equivalent to ten (10) 
years in fields utilizing the required knowledge, skills, and abilities, and associated with such positions as 
human services program administrator, service delivery coordinator, or youth services coordinator. 
 
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 of applicable state and/or federal regulations.  
2. Knowledge of budget preparation and administration.  
3. Knowledge of environmental and psychosocial factors, which place youth at-risk.  
4. Knowledge of group dynamics and processes.  
5. Knowledge of human resource management.  
6. Knowledge of legal liability and contracts.  
7. Knowledge of organizational dynamics.  
8. Knowledge of prevention and intervention strategies.  
9. Knowledge of program planning and development.  
10. Knowledge of the current principles and practices in the field of youth services.  

B. Skills 
1. Skill in assessing needs of youth, parents, and communities.  
2. Skill in assimilating and analyzing data/information.  
3. Skill in building cooperative internal and external relations.  
4. Skill in communicating and collaborating with other groups and agencies.  
5. Skill in coordinating systems that impact youth.  
6. Skill in effective oral and written communication.  
7. Skill in identifying and recommending alternative actions.  
8. Skill in identifying barriers to accomplishing the mission of the Youth Opportunities Office.  
9. Skill in identifying, developing, and maximizing resources.  
10. Skill in preparing municipal contracts and maintaining accurate records.  
11. Skill in relating to management or advisory boards.  
12. Skill in short and long range planning.  
13. Skill in leading, motivating, and training of assigned employees. 
14. Skill in operating computers and office equipment. 
15. Skill in effective management of diverse staff that facilitates a cooperative team-working 

environment.  
C. Abilities 

1. Ability to be innovative and resourceful.  
2. Ability to bring about change as appropriate.  
3. Ability to develop and implement a comprehensive work plan.  
4. Ability to develop, organize, present, and coordinate goals and objectives.  
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5. Ability to effectively communicate complex ideas, both orally and in writing, to all 
stakeholders.  

6. Ability to facilitate group processes.  
7. Ability to provide effective leadership.  
8. Ability to use information technology to coordinate and maintain databases and other 

computer applications. 
9. Ability to work independently.  
10. Ability to work effectively with a diverse group of individuals, groups, and organizations. 
11. Ability to establish and maintain effective working relationships with officials, fellow 

employees, employees of other departments, and achieve consensus through group 
processes. 

12. Ability to conceptualize programming on an agency-wide basis and to understand 
interrelationships/interdependencies. 

13. Ability to establish and maintain effective working relationships (teamwork) with other city 
officials, members of the community, and employees to achieve the larger community and/or 
organizational goals. 

14. Ability to train and direct the work of others. 
 

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. 
 
 


