August 7, 2014
The Honorable L. Louise Lucas
The Honorable W. Eugene Hunt, Jr.
The Honorable McKinley L. Price, DDS
The Honorable William D. Sessoms, Jr.
Subject: Hampton Roads Transportation Accountability Commission (HRTAC)
Dear Members of the HRTAC Financial Committee:
Please find attached a proposed draft budget for the HRTAC. This budget was prepared by the
City Manager of Virginia Beach, James Spore, and his staff. One of the most important parts of
the budget proposal is the letter from Mr. Spore to Mayor Sessoms and myself. This letter lays
out what the HRTAC needs to accomplish in the coming months. By laying out an action plan, it
provides a foundation for the personnel and other assets that will be needed.
In order to enhance organizational effectiveness, we are suggesting that the HRTAC not be a
standalone organization, but instead be one element of the regional “triad” (HRPDC, HRTPO,
and HRTAC) under the overall direction of the Executive Director, which has yet to be hired. As
you know, a nationwide search is underway for that position and also for the Deputy Executive
Director of HRTAC. The Deputy Executive Director of the HRTAC will assist the Executive
Director in the daily management of the agency and collaborate with the other two existing
Deputy Executive Directors of the TPO and PDC. Although draft job descriptions for the
Deputy Executive Director and other positions are attached, we should also consult with the
recruiting firm retained by the TPO and PDC to receive their expertise and review on these
drafts. Thus, there will most likely be changes to some of the job descriptions as we move
forward in the hiring process.
Mayor Sessoms and I came to the conclusion that providing unified leadership at the Executive
Director level respects the realities of federal transportation law/requirements relative to the
legal responsibilities of the HRTPO. We believe the most effective structure would be one that
does not arbitrarily separate land use/environmental/demographic concerns (the HRPDC) from
transportation planning/prioritization (the HRTPO) from the economics of transportation
finance/project implementation (the HRTAC). By unifying Executive leadership, we can improve
overall coordination and minimize conflicts between the three agencies and governing boards.
It appears the vast majority of local elected leadership, as well as professional staff, prefer this
consolidated structure.
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A secondary factor influencing our recommendation is the minimization of administrative and
overhead costs. Consolidated executive leadership, maximization of staff resource sharing and
co-located office space intend to create the most cost effective organization possible. As we
progress, staff and functions can be added in response to documented needs and Board
approval.
The one recommendation made in Mr. Spore’s presentation that Mayor Sessoms and I suggest
that we not fund at this time, is to employ a public relations firm. Although it is true that the work
of the HRTAC is probably not as well known in the public as we would like, we believe that this
expense should be left to a later time after we have more fully established the work plan of
HRTAC.
In all, we think it is a balanced initial budget with the barebones organization of only four
persons. As you will see in the budget presentation, there are some expenses yet to be fully
determined. Legal expenses are estimated at $6,000/month and would need to be refined
based upon our experience. The cost of financial advisors can be procured as the work of the
HRTAC progresses and once we have more accurate costs of the projects to determine how
they can be best funded and sequenced.
If you have any comments on this proposed budget, please let Mayor Sessoms or me know or
you can provide comments at the upcoming HRTPO/HRTAC Retreat scheduled for August 21st.
Thank you for your service on the HRTAC. The future of the region’s mobility and prosperity is
tied to our success. I look forward to discussing this budget with you in the near future.
Sincerely,

Senator Frank W. Wagner
HRTAC Financial Committee
Attachments
1. HRTAC Correspondence
2. HRTAC Job Descriptions
a. Executive Director (to be developed by retained recruiting firm)
b. Deputy Executive Director
c. Chief Financial Officer
d. Financial Analyst
e. Executive Assistant
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3. HRTAC Budget
a. HRTPO Support Staff
b. HRTAC Staff
c. Other Expenses
4. HRTAC Diagram – Organizational Chart Detail
5. HRTAC Diagram – Proposed Draft Governance Structure
cc:

The Honorable Alan P. Krasnoff
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Attachment 1: HRTAC Correspondence
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Executive Director
(HRPDC/TPO/TAC)

Job description to be developed by retained recruiting firm.
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HAMPTON ROADS TRANSPORTATION ACCOUNTABILITY
COMMISSION (HRTAC)
POSITION TITLE:
Deputy Executive Director
Range: $108,000 - $162,000
REPORTS TO:

Executive Director of HRTAC/HRTPO/HRPDC

BACKGROUND:
Hampton Roads Transportation Accountability Commission (HRTAC) is a regional
transportation authority established by the General Assembly in 2014. In 2013, the General
Assembly passed legislation imposing certain taxes and fees in Hampton Roads for the funding
of transportation improvements in this heavily congested region. The Authority will be
responsible for allocating more than $200 million in revenue per year.
Position Summary
Perform a variety of professional engineering duties of a complex nature which may include any
of the following: project management, infrastructure maintenance, reviewing plans and
specifications for highways and roadways, storm drainage, field engineering and management
support for the operation and maintenance of public facilities. Administer and manage major
engineering projects; having responsibility for their planning, promotion and funding, design, and
final construction. Prepare the annual operating budget and manage assigned branch within
approved budget. Report to and provide support to the Director for administrative and
operational matters and may perform as manager in their absence.
Representative Work Functions and Responsibilities
Provide comprehensive engineering coordination services and management of; assist in the
planning, direction, management to provide for an efficient and productive staff; and supervise
engineering activities related to coordinating engineering services to the agency and to outside
agencies such as the Virginia Department of Transportation (VDOT) and the Federal Highway
Administration (FHWA).
Oversee bureau budgeting and personnel management and other aspects of administration to
effectively provide engineering management as required.
Maintain complex records and prepare difficult reports in order to meet authority time schedules,
budgets and standards.
Brief executive staff and authority on program issues and policies.
Coordinate at a programmatic level with regional, state and federal agencies.
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All employees may be expected to work hours in excess of their normally scheduled hours in
response to short-term Commission needs.
Perform other job duties requiring skills, knowledge and physical requirements as demanded by
those duties described. Individual assignments will be determined by the supervisor based on
then current workloads and department needs.

Performance Standards
Successfully assign and manage all work to achieve high quality and cost effectiveness. Provide
adequate oversight of all vendors, contractors and consultants to ensure the efficient accomplishment
of professional objectives, and achieve objectives within framework of state, federal and
authority standards. Efficiently administer a bureau budget; solve citizen problems in a
courteous and timely manner; and meet goals established by the Executive Director.
Minimum Qualifications
Possession of a current Professional Engineer (P.E.) license from the Virginia Board for
Architects, Professional Engineers, Land Surveyors, and Landscape Architects (APELSLA).
Nine (9) years of progressive professional engineering experience.
Proven coordination skills with state and federal agencies.
Experience as a project champion / public spokesperson or subject expert before a legislative
body is preferred.
Knowledge-Skills-Abilities Required to Perform Satisfactorily
A. Knowledge
1. Knowledge of the principles and procedures of engineering.
2. Knowledge of engineering design standards and administrative procedures and their
application to various projects in varied situations including all areas of engineering and
construction, contract administration, drafting, surveying, etc.
3. Knowledge of local, state, and federal regulations as they relate to construction and land
development, and various design standards including site plan, subdivision, zoning,
control and flood plain ordinances.
4. Knowledge of contract law.
5. Knowledge of infrastructure maintenance practices and principles and maintenance
management systems.
6. Knowledge of state and federal programs, regulations, laws and administrative policies
related to field of duties.
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B. Skills
1. Skill in the application of the principles of public works engineering management.
2. Skill in effectively dealing with the public in general to resolve disputes or requests
regarding HRTAC projects and related groups, individuals or special interest groups in
an understanding but firm manner.
3. Skill in effective methods of managing a highly technical staff of engineers and
technicians as well as non-technical staff. Examples include: personnel direction and
assignment to work load, personnel evaluation, resolution of personnel disputes and
requests.
4. Skill in reviewing complex technical designs and evaluating for accuracy and modern
construction techniques.
5. Skill in interpreting plans and specifications.
6. Highly skilled in effective oral and written communication. Skill in the presentation of
issues to executive staff and elected officials.
7. Skill in the use of computers and computer programs.

C. Abilities
1. Ability to work with senior personnel of other transportation agencies.
2. Ability to review recommendations of staff; derive solutions and prepare final reports for
submittal to higher levels of management on projects, budgets, contracts and agreements,
and citizen complaints for engineering related items.
3. Ability to exercise supervision over and provide training for professional, technical and
clerical assistants.
4. Ability to prepare and administer an operational budget.
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HAMPTON ROADS TRANSPORTATION ACCOUNTABILITY
COMMISSION (HRTAC)
POSITION TITLE:

Chief Financial Officer

Range: $98,360 - $147,539
REPORTS TO:

Deputy Executive Director of HRTAC

BACKGROUND:
Hampton Roads Transportation Accountability Commission (HRTAC) is a regional
transportation authority established by the General Assembly in 2014. In 2013, the
General Assembly passed legislation imposing certain taxes and fees in Hampton Roads
for the funding of transportation improvements in this heavily congested region. The
Authority will be responsible for allocating more than $200 million in revenue per year.
HRTAC’s initial operating and leadership teams will consist of: deputy executive director,
a chief financial officer, a financial analyst, and an executive assistant to the director.
As a key member of the HRTAC’s management team, the Chief Financial Officer (CFO) is
responsible for organizing, managing and reporting all HRTAC financial activities,
overseeing the day-to-day operations of its financial activities, coordinating financial
activities with member jurisdictions and outside agencies, and providing complex and
reliable financial data and administrative support to the executive director and HRTAC
members.
SPECIFIC RESPONSIBILITIES:
Development, management and oversight of HRTAC’s budget.
Management of HRTAC’s revenue stream, accounts receivable and accounts payable.
Oversight of HRTAC’s programming of funds.
Development and management of HRTAC’s investment program.
Development and management of HRTAC’s bond/debt program.
Drafting and implementation of financial policies and procedures.
Responsibility for HRTAC compliance with generally accepted accounting
principles.
Coordination of internal and external auditing requirements.
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Management and distribution of funds from HRTAC to its member local governments.
Oversight of HRTAC’s retirement system contributions.
Staff liaison to HRTAC’s Finance Committee.
All employees may be expected to work hours in excess of their normally scheduled hours
in response to short-term Commission needs.
Perform other job duties requiring skills, knowledge and physical requirements as
demanded by those duties described. Individual assignments will be determined by the
supervisor based on then current workloads and department needs.
QUALIFICATIONS:
• Master’s degree in business administration, public policy, finance, or a related
field, or a combination of a bachelor’s degree and advanced education and
related experience equivalent to a master’s degree is required.
• Five (5) years of senior leadership experience directly related to a comparable
organization or municipal or state enterprise of comparable size and needs (see
below).
• CPA and Government Finance Officer (CFOA) certifications are highly
preferred.
• Demonstrated knowledge/experience are required:
 of the principles and practices related to public financial systems
 of state and federal laws, rules and regulations and practices concerning
the financing of transportation projects
 managing and accounting for multiple and diverse revenue streams
received on a monthly and/or quarterly basis
 of budget development and execution in the public sector
 in planning and executing a sophisticated debt management program,
including the planning, execution and monitoring of a substantial debt
portfolio
 in evaluating the effectiveness and efficiency of various financial
management applications and alternative systems
 in supervising and coordinating a motivated, support staff, external
consultants and supporting agencies
 i n preparing briefings, charts and information papers readily understood
by the general public
• Knowledge of
 financial planning
 financial analysis
 financial forecasting/projecting
 complex project financing structures
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 cost accounting principles and automated accounting environments related
to finance and accounting
 state and federal laws regulating treasury, cash, investment debt and
banking management
 federal and state laws with respect to monetary investment
 state defined local budget laws and requirements
 annual audit and financial reporting requirements
 relevant software
•

Ability to
 define goals and develop plans/mechanisms to achieve them
 establish and maintain effective working relationships with peers and
colleagues
 exercise effective time management, balance multiple priorities and
consistently meet time lines and due dates
 develop, implement and monitor internal controls
 use and apply relevant software programs
 brief and speak to elected and appointed officials and the general public in
an easily understood manner

PREFERRED CHARACTERISTICS:
• Self-starter comfortable working with considerable responsibility with minimal
supervision.
• Professional demeanor that “presents well” to public officials (elected and
appointed).
• Accustomed to working with multiple agencies and engendering a cooperative
relationship.
WORK ENVIRONMENT:
Work will typically be performed in a quiet, office environment. Support to Authority
(and potentially, committee) meetings will be in a public meeting environment that may
be crowded and sometimes noisy.
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HAMPTON ROADS TRANSPORTATION ACCOUNTABILITY
COMMISSION (HRTAC)
POSITION TITLE:
Range: $57,340 - $86,000

Financial Analyst

REPORTS TO:

Chief Financial Officer (CFO)

BACKGROUND:
Hampton Roads Transportation Accountability Commission (HRTAC) is a regional
transportation authority established by the Virginia General Assembly in 2014. In 2013, the
General Assembly passed legislation authorizing certain taxes and fees that may be levied in
Hampton Roads for the funding of transportation improvements in the region. The Authority
will be responsible for allocating approximately $200 million in revenue per year.
POSITION SUMMARY:
Following direction from the Chief Financial Officer, the deputy financial officer will have
responsibility for organizing, maintaining, balancing and reconciliation of all financial
transactions, records and reports for the revenues received and disbursements made by the
Authority.
SPECIFIC RESPONSIBILITIES:
Participate in selecting and implementing a general ledger system capable of producing financial
statements in accordance with GAAP/GASB. Implementation will include documented general
ledger, journal entry, reconciliation, interface and reporting procedures.
Develop the initial Chart of Accounts and Fund structure to support the full and transparent
accounting of HRTAC activities. Must ensure account, ledger and fund structure is in
compliance with GAAP/GASB standards.
Implement a strong, well-documented system of reconciliation for all Internal Funds, Bond
Proceeds, Bank Accounts and Investment Accounts.
Develop all standardize accounting and financial reports in conformity with GAAP.
Ensure readiness of for annual audits by an independent audit firm and the Virginia Auditor of
Public Accounts. To include preparing the draft and final audited statements.
Support bond issuance and long term bond servicing activities for HRTAC’s newly developing
debt financing program.
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Provide ongoing support and assistance to the HRTAC’s startup activities to ensure the success
of the Authority and the benefit of its activities to member jurisdictions and their citizens.
Support special projects and analysis as required; while working multiple assignments with
colleagues inside and outside the Authority.
All employees may be expected to work hours in excess of their normally scheduled hours in
response to short-term Commission needs.
Perform other job duties requiring skills, knowledge and physical requirements as demanded by
those duties described. Individual assignments will be determined by the supervisor based on
then current workloads and department needs.

QUALIFICATIONS:
• Bachelor’s Degree in Accounting, or similar college degree program from which
professional accounting concepts, standards and general practices are acquired, is
necessary.
• Four (4) or more years of relevant professional experience in local government fund
accounting is necessary.
• Extensive computer skills required, including Excel, Word and PowerPoint is required.
• Demonstrated ability to read and understand complex legal and regulatory requirements
and implement policies and practices to ensure compliance with those requirements.
• Certification as a Certified Professional Accountant (CPA) or similar designation that
demonstrates professional and current knowledge of accounting standards, ethics and
legal matters strongly preferred.
PREFERRED CHARACTERISTICS:
• Self-starter, able to immediately contribute to the startup activities of the Authority
through the use of previous professional experience.
• Comfortable working with minimal supervision; able to set own agenda and timelines
with general guidance.
• Ability to project a professional demeanor at all times to jurisdictional/agency staffs with
whom he/she will coordinate.
• Accustomed to working with multiple agencies and engendering cooperative long term
relationships.
• Strong quantitative analysis as well as oral and written communication skills.
WORK ENVIRONMENT:
Work will typically be performed in a quiet office environment. Significant time pressures will
be present in the first 18 months of operation, as the Authority initiates financial activities for the
first time.
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HAMPTON ROADS TRANSPORTATION ACCOUNTABILITY
COMMISSION (HRTAC)
POSITION TITLE:
Range: $38,625 - $56,000

Executive Assistant

REPORTS TO:

Deputy Executive Director HRTAC

BACKGROUND:
Hampton Roads Transportation Accountability Commission (HRTAC) is a regional
transportation authority established by the General Assembly in 2014. In 2013, the General
Assembly passed legislation imposing certain taxes and fees in Hampton Roads for the funding
of transportation improvements in this heavily congested region. The Authority will be
responsible for allocating more than $200 million in revenue per year.
Class Summary
Perform complex clerical and varied administrative duties as the principal assistant to the Deputy
Executive Director and other staff.
Representative Work Functions and Responsibilities
Schedule meetings for and manage the calendars.
Act as primary staff support to HRTAC.
Prepare letters and memos for signature; and prepare other correspondence, interoffice forms,
agendas, certificates, presentations, personnel transactions, and other reports and forms.
May be required to record and transcribe minutes of a highly technical and/or confidential nature;
and serve as recorder for various meetings preparing recaps for dissemination to staff.
Prepare and maintain leave records. Compile data for use in reports. Assist in budget preparation.
Receive and screen inquiries and concerns, electronically, by telephone and in person, and
furnish the requested information, or refer to proper person for handling. Establish and maintain
cross-referenced files.
Review incoming mail to determine appropriate distribution and disposition.
Make decisions on minor administrative matters, interoffice forms, requisitions, and related
documents as needed.
Operate standard office machines (i.e., desktop or laptop computer, calculator, printer, and copier.
All employees may be expected to work hours in excess of their normally scheduled hours in
response to short-term Commission needs.
Perform other job duties requiring skills, knowledge and physical requirements as demanded by

Attachment 7

those duties described. Individual assignments will be determined by the supervisor based on
then current workloads and department needs.
Performance Standards
Provide assistance in an efficient manner; provide professional assistance to various levels of
public, private and elected officials and citizens; exhibit sensitivity regarding confidential or
controversial issues; may be required to accurately record and transcribe difficult and confidential
dictation at a rate of 80 words per minute; type 40 words per minute without spelling,
grammatical or typographical errors; accurately review incoming mail for proper dissemination;
accurately prepare payroll and regular reports in a timely manner; compose effective
correspondence without spelling, grammatical or typographical errors; courteously and
efficiently screen calls and direct to appropriate staff or department; exercise excellent
organizational skills to accurately coordinate appointments and meetings; accurately prepare and
other executive staff; effectively distribute and supervise the work of subordinate administrative
support staff; and efficiently carry out duties as required to meet the goals and objectives of
HRTAC.
Minimum Qualifications
High school diploma or GED plus five (5) years’ experience in fields providing the required
knowledge, skills, and abilities and associated with such positions as Administrative Assistant or
Executive Assistant with increasingly responsible administrative support work.
Requires a passing score of 40 words per minute on a typing test.
Special Requirements
Must be available to work evenings, weekends, holidays, and overtime when required to meet
operational needs.
May require passing score on transcription (audio recording or shorthand) test.
Knowledge-Skills-Abilities Required to Perform Satisfactorily
A. Knowledge
1. Knowledge of office terminology, procedures, software, equipment and records
management.
2. Knowledge of business mathematics, bookkeeping, and correct grammar and punctuation.
3. Knowledge of departmental and municipal organization and administration.
4. Knowledge of the responsibilities of HRTAC.
5. Knowledge of problem solving techniques.
6. Knowledge of organizational management and strategic planning techniques.
B. Skills
1. Skill in operating a computer and typing at a predetermined rate of speed of 40 words per
minute without spelling, grammatical or typographical errors.
2. Skill in taking dictation or transcribing from an audio recording at a predetermined rate of
speed may be required.
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Detailed HRTPO Support Staff
Line Item
Receptionist (Sharon)
IT Manager (Jim)
Graphics Manager (Mike L.)
Board Room Asst. Manager (Chris V.)
Financial Accountant_HRTF (Danetta)
Financial Accountant_Payroll (Sheila)
CFO (Nancy)
TPO Deputy ED (Camelia)
Administrative Assistant (Kathlene)
Human Resourses Manager (Kelli)
Public Relations (Kendall)
Web (Brian M.)
Trans. Engineer (Mike K.)
Trans. Planner (Dale)
Total Support Staff Cost

Annual
$1,044.00
2,038.00
2,873.00
3,809.00
17,571.00
2,080.00
3,394.00
18,950.00
3,929.00
2,933.00
5,694.00
2,387.00
3,374.00
2,355.00
$72,431.00

Quarterly
$261.00
509.50
718.25
952.25
4,392.75
520.00
848.50
4,737.50
982.25
733.25
1,423.50
596.75
843.50
588.75
$18,107.75
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HRTAC Staff
Deputy Executive Director
Range: $108,000 $162,000
Utilizing mid-range

Salary
Benefits @ 33%
Cell Phone (1)
Car Allowance (1)

Chief Financial Officer
Range: $98,360 Utilizing mid-range

$147,539

Salary
Benefits @ 33%
Cell Phone

122,950
40,573
800

Financial Analyst
Range: $57,340 Utilizing mid-range

$86,000

Salary
Benefits @ 33%
Other

71,670
23,651
0

Executive Assistant
Range: $38,625 Utilizing mid-range

$56,000

Salary
Benefits @ 33%
Other

47,313
15,613
0

Executive Director of
the HRTPO/PDC/TAC
Range: $156,000 Utilizing mid-range

Total HRTAC Staff Cost

(1/3 of combined organization) Salary
$245,000
Benefits @ 33%
Cell Phone ($80/month)
Car allowance
Other (moving expenses, etc.)

$135,000
44,550
800
6,000

$200,500
66,165
960
6,000
TBD
$782,544.56
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Proposed HRTAC Budget
PROJECTED COSTS
Hosting fee to HRTPO (Detailed on attached sheet)
Personnel Costs (Detailed on attached sheet)
Public Notices/Advertising
Office Supplies
Bank Fees
Audit Services
Insurance/Bonding
Furniture
Printing
Dues/subscriptions
Travel
Meeting expenses
Postage/delivery
Professional development
Computer hardware and peripherals/maintenance
Website consultant
COSTS TO BE DETERMINED
Legal (assumes $6,000/mo)
Financial advisors
There is likely to be a need for extensive financial
advisors on project costs, VS revenues, VS tolls and
federal funds. A near investment grade study may need
to be done in order to sequence projects. VDOT has
done some work on this but not shared.
Subtotal Cost (not including financial advisors)

$72,500.00
782,544.56
12,000.00
2,000.00
3,500.00
40,000.00
15,000.00
10,000.00
10,000.00
2,000.00
8,000.00
3,500.00
1,000.00
3,000.00
10,000.00
10,000.00

72,000.00
TBD

$985,044.56
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Financial Analyst

Chief Financial
Officer

Deputy Executive
Director

Executive Director

HRPDC/TPO/TAC

Board of Directors

HRTAC

Executive
Assistant
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Board of Directors

Board of Directors

HRTPO
Deputy Executive
Director
Dr. Camelia Ravanbakht

HRTPO
Staff

HRPDC
Deputy Executive
Director
Randy Keaton

HRPDC
Staff

(Vacant)

Executive Director

HRTPO

HRPDC

Staff

HRTAC

(Vacant)

Deputy Executive
Director

HRTAC

Board of Directors

HRTAC

