
 

 
Safety Program Specialist #03212 
City of Virginia Beach – Job Description 
Date of Last Revision: 04-12-2022 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  11  
 
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 
Provides professional knowledge and expertise in administration and support of health and safety 
processes including regulatory agency compliance. Plans, organizes, facilitates and coordinates safety 
and security related training activities for the department. Responsible for compliance with Occupational 
Safety and Health Administration (OSHA), Virginia Occupational Safety and Health (VOSH), and other 
applicable regulations. Responsible for enforcing departmental safety policies and practices working with 
the department’s management, serves as a department liaison regarding the city-wide emergency 
response.  
 
Representative Work Functions and Responsibilities 
Develop and implement safety and occupational safety training programs in compliance with state and 
federal regulations, industry standards, and organizational policies and guidelines. Develop safety training 
program curriculum, notify supervisors on employees that will benefit from training, schedule and 
conducts training, provide training materials and document attendance. 
 
Responsible for enforcing departmental safety policies and practices working with the department’s 
management, serves as a department/division liaison with the City’s Occupational Health and 
Occupational Safety office.  
 
May conduct Job Safety Analysis for identification and control of workplace hazards and assist in 
establishment of safety standards and guidelines to eliminate or control hazards.   
 
Conduct work area assessments using various measuring devices to collect and interpret data related to 
hazardous workplace exposures and develop controls and recommendations for safe work environments.  
 
Maintain electronic files of training that is conducted, staff training attendance, and individual corrective 
actions taken.   
 
Conduct inspections of facilities, grounds, and job sites to observe conditions and ensure compliance 
with federal and state OSHA regulations, as well as municipal safety policies. Perform safety audits and 
submit reports for management corrective action. Responsible for compliance with Occupational Safety 
and Health Administration (OSHA), Virginia Occupational Safety and Health (VOSH), Virginia Department 
of Transportation (VDOT), , and other applicable regulations.  
Assist with health and safety inspections, prepares and coordinates any corrective actions. Maintain 
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safety and training records established by OSHA/VOSH. 
 
Assist in accident investigations and analysis to determine cause. Analyze accident reports and statistics 
to identify accident and injury trends; develop appropriate prevention measures. 
 
Investigate employee safety complaints and take corrective action to address unsafe conditions and 
practices.  
 
Record various hazard trends; develop and maintain job hazard analysis worksheets. 
 
Coordinate inspections from third-party agencies for fire extinguishers, AED devices, eye washes, etc. 
and maintain inspection records per State, Federal, and OSHA regulations. Assist in updates to 
Emergency Response Plan (ERP) and serve as Emergency Response Team Member. Conduct 
Emergency Drills.  
 
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 
Organize and provide effective training to ensure a more knowledgeable and safe working environment; 
accurately assess safety training needs to develop and implement appropriate courses; conduct thorough 
inspections to ensure a safe working environment; actively pursue investigations, job safety analysis, and 
employee complaints to minimize potential or existing hazards; properly interpret federal and state 
regulations, municipal and departmental safety policies and tactfully notify departmental management of 
any potential or existing hazards; recommend viable solutions to hazardous situations; accurately compile 
and analyze all available accident reports and current safety data; provide current graphs and statistical 
data concerning municipal vehicular accidents, personal property damage, and/or personal injuries. 
 
Minimum Qualifications 
Bachelor’s degree in safety or related engineering or science field plus four (4) years’ of progressive 
experience in fields related to occupational safety and health OR any equivalent combinations of 
education (above high school level) and/or experience equivalent to eight (8) years in fields utilizing the 
required knowledge, skills and abilities; and associated with such positions as safety specialist, safety 
officer or safety engineer. 
 
Must have a current and valid driver’s license. 
 
Preferred Qualifications 
Safety instructor certifications, formal safety certifications, Recent experience with OSHA and VOSH. 
 
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 wear and maintain appropriate personal protective equipment 
such as, but not limited to, safety footwear, hard hats, safety eyewear, gloves, hearing protection, fall 
protection harness or other personal protective equipment in designated areas of risk. Specific 
requirements will be determined and communicated by the employee’s supervisor based on position 
assigned.  
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Commercial Driver’s License (CDL) may be required after hire. Applicant must be capable of attaining and 
maintaining a CDL if required during employment. 
 
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 
1. Knowledge 

1. Knowledge of federal and state Occupational Safety and Health Administration (OSHA) 
regulations. 

2. Knowledge of federal and state Department of Transportation (DOT) regulations. 
3. Knowledge of Federal Motor Carrier Safety Administration (FMCSA) regulations. 
4. Knowledge of occupational hazards and industry safety related best practices and 

procedures. 
5. Knowledge of various city and departmental safety policies. 
6. Knowledge of type, prevention, cause of employee accidents, injury, or illness. 
7. Knowledge of safety and personal protective equipment, and their application and use. 
8. Knowledge of hazard assessment and pertinent control measures. 
9. Knowledge of Confined Space Entry and Lockout and Tagout Programs. 
10. Knowledge of heavy equipment operations. 
11. Knowledge of current safety training materials and methods. 
12. Knowledge of defensive driving. 
13. Knowledge of photo documentation. 
14. Knowledge of VOSH and OSHA Personal Fall Arrest Systems/Working at Heights, Trench 

Excavationrequirements and electrical safety-related work practices standards. 

15. Knowledge of OSHA regulations and guidelines for properly recording injury data and 
complete VOSH Rapid Response Investigations (RRIs) associated with reportable injuries. 

2. Skills 
1. Skill in interpreting and explaining federal and state OSHA, DOT, and FMCSA regulations to 

all levels of management. 
2. Skill in operating a microcomputer and using city standard software application. 
3. Skill in counseling, coaching and reprimanding difficult employees while leading, motivating 

and training members. 
4. Skill in identifying and determining potential occupational and equipment hazards 
5. Skill in operating and inspecting heavy equipment for pre and post trip evaluations to ensure 

safe and cost effective operations. 
6. Skill in the instruction of heavy equipment operations. 
7. Skill in photo documentation. 
8. Skill in collecting data, reporting facts and formulating graphs. 
9. Skill in communicating clearly and effectively in writing and verbally to employees and 

citizens. 
10. Skill in the instruction of the national safety council's defensive driving. 
11. Skill in the instruction of heavy equipment operators. 

3. Abilities 
1. Ability to work independently. 
2. Ability to meet tight deadlines. 
3. Ability to research, develop and implement effective safety training programs. 
4. Ability to lift, carry and maneuver objects weighing up to sixty pounds for short periods of 

time. 
5. Ability to communicate courteously, clearly, and effectively in writing and verbally to upper 

management, employees, the public, and other entities.  
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6. Ability to instruct safety training. 
7. Ability to climb/descend ladders up to 150’ high. 

 
Working Conditions 

The below stated 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. 
 
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. 
 
Physical Requirements: Physical refers to the requirement for physical exertion and coordination of limb 
and body movement. 

The greater part of this position involves field work which requires a moderate amount of walking and 
must have the ability to occasionally twist, turn, push, pull, bend, crawl, crouch, stoop, kneel and climb. 
The office work portion of this position requires sedentary work that involves walking or standing some of 
the time and involves exerting up to 40 pounds of force on a regular and recurring basis and routine 
keyboard operations. 

Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 

Performs evaluations of manual tasks to determine if they adhere to defined protocols. Requires critical 
attention with long periods of concentration for accurate results. Performs technical tasks requiring a wide 
range of procedures and requiring intensive understanding of a restricted field or complete familiarity with 
the functions of a unit or small division; requires normal attention with periods of concentration for 
accurate results or exposure to unusual pressure. 

Environmental Conditions: Environmental refers to job conditions inherent to the job setting, including 
those that may lead to injury or health hazards even though precautions have been taken. 

The job will primarily be field based and risk exposure to bright/dim light, dusts, pollens, extreme heat 
and/or cold, wet or humid conditions, loud noise, animals/wildlife, vibration, fumes, odors, traffic, moving 
machinery, electrical shock, hazardous chemicals, confined spaces/trenches and working at heights (of 
up to 150’) on City owned towers or structures.  This position will often work in locations evaluating 
working conditions and potential risks faced by the workforce and/or contractors. This position may 
require the incumbent to work around contractors and/or other City staff evaluating the hazards of their 
work. 

Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 

The job requires normal visual acuity, field of vision, hearing, speaking, color perception, sense of smell, 
depth perception, and texture perception. 

 


