The Maryl and- National Capital Park and Pl anning Comm ssion

TI TLE: Adm ni strative Program Manager GRADE: K CODE: 2334
SERI ES: General Adm nistration DATE: 12/ 1/ 89

Cl ass Definition

Under general direction, manages the Adm nistrative Managenment O fice
of the Departnent of Adm nistration. Plans, devel ops and adm nisters a
wi de variety of adm nistrative and managenent systens/program on a
Comm ssi on-wi de basis (adm nistrative policies, rules and procedures,
enpl oyee rel ations and adm ni strative support), and on a departnent-

w de basis (conputer services, budget and adm nistrative services).
Perforns other related duties as required.

Exanpl es of Inportant Duties

1. Defines goals and objectives for the division. Develops and
I nterprets policies and procedures relating to preparation and
control of the Comm ssion's adm nistrative policies and
procedures.

2. Devel ops and adm ni sters enpl oyee relations prograns to cultivate
better relations anong enpl oyees and to resol ve probl ens.
Apprises Comm ssioners and officials of sensitive enpl oyee
relations matters.

3. Supervi ses the preparation of adm nistrative and managenent
studies to develop alternative policies and procedures, identify
advant ages and di sadvant ages, and assess overall benefits.
Supervi ses devel opnent of the Commi ssion's adninistrative
practices (policy maki ng system of regul ations) and Merit System
Rul es and Regul ati ons.

4. Supervi ses assigned staff. Plans, schedul es, and assigns work.
Eval uates work and counsels staff on ways to inmprove perfornmance.
Sel ects and trains staff. Initiates disciplinary action.

Approves time cards and | eave requests.

5. Manages Departnment budget and has an oversight responsibility for
operational subm ssions and expenditures. Prepares annual budget.
Controls expenditures in accordance with approved budget.

Moni tors budget expenditures.

6. Manages resources. Meets with Executive Director and other top
managenent staff to define needs, establish policies and
procedures, and make recomendati ons regardi ng budget, managenent,
personnel and other adm nistrative matters related to internal
departnment progranms and to policy for Conm ssion-w de issues.
Serves as liaison with Bi-County departnents to coordinate



The Maryl and- National Capital Park and Pl anning Comm ssion

TI TLE: Adm ni strative Program Manager GRADE: K CODE: 2334
SERI ES: General Adm nistration DATE: 1/13/88

Exanples of Inportant Duties (Cont.)

servi ces/functions, resolve problenms, and enhance inter and intra
departnmental working relationships.

7. Represents the Executive Director with public, comunity groups,
busi ness groups, responds to other government agencies to explain
prograns, seek cooperation, respond to requests, and resolve
conpl aints pertaining to budget, managenent information, public
affairs, purchasing, personnel, and other adm nistrative matters.

8. Meets with vendors, exchanges information with other governnment
agenci es, and attends professional conferences to identify new
nmet hods and technol ogy which m ght be useful to Conm ssion.

9. Communi cates ideas. Wites a variety of correspondence and
reports. Makes oral presentation before |arge groups.

| nportant Wor ker Characteristics

A Consi der abl e know edge of (1) Comm ssion policies;* (2) budget
processor; (3) Comm ssion activities;* (4) Comm ssion
organi zation;* (5) Comm ssion procedures;* (6) nmanagenent; (7)
personnel; (8) public adm nistration; (9) purchasing; (10)
statistical analysis; (11) supervision.

B. Ability to (1) solve conplex problens involving nmany vari abl es; 2)
anal yze data; (3) read technical reports and correspondence; (4)
write technical reports and correspondence; (5) use proper
spel ling, punctuation and grammar; (6) make oral presentation to
| arge groups; (7) speak clearly; (8) organize work efficiently.

* Devel oped primarily after enploynent in this job class.

M ni rum Qualifications

1. Bachel or' s degree or four years experience in public or business
adm nistration or related field; and

2. Ei ght years of broad and varied experience as an Adm nistrative

Specialist, or related position that included two years of
supervi sory experience; or

3. An equi val ent conbi nati on of education and experience.



Wor ki ng _Condi ti ons

Works in office. Sonme driving. Considerable pressure to neet
deadl i nes.



