The Maryl and- National Capital Park and Pl anning Conm ssion
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Cl ass Definition

Under
consi
wi de
devel

general direction, perfornms difficult managerial work involving
derabl e responsibility, conmplexity, and variety. Provides a
variety of assistance to the Parks Division Chief in planning,
opi ng, and inplenmenting a diverse and conprehensive programin

one of the major park departnent operational program areas (e.qg.

par k

enterprise, interpretation, and conservation, horticulture and

forestry, maintenance and devel opnent). Typically this position
manages one mmj or divisional program (e.g., groundskeeping, building

mai nt

enance) for one county; or manages and coordi nates varied

manageri al and operational activities and progranms within a park
division. Prograns are operations and adm nistrative oriented. Acts
i n absence of the Parks Division Chief. Perforns other related
duties as assigned.

Exanpl es of | nportant Duties

1.

Manages assi gned program(s) or nonitors division operations.
Defi nes program goals and objectives and assists in defining
overall divisional objectives. Sets standards. |nspects parks
and other Comm ssion facilities to see what work needs to be
done. Pl ans and organi zes continuing prograns and speci al
projects. Meets with supervisor, other managers, architects, or
engi neers to discuss program projects and review bl ueprints.
Obtains permts. Estimates staff, equipnent, materials and
supplies needed for projects. Coordinates projects/activities
wi th other Conm ssion units and ot her governnment agenci es.
Keeps Division Chief informed about inportant matters.

Supervises program staff. Plans, schedul es and assi gns work.
Eval uat es work and counsels staff on ways to inprove
performance. Selects and trains staff. Initiates disciplinary
action. Approves tinme cards and | eave requests. |nvestigates
enpl oyee grievances/accidents, fires, crines. Reviews personnel
actions. Advises staff on ways to solve technical problens,
conply with adm nistrative procedures and inprove managenent of
facilities.

Manages budget. Prepares annual budget request. Controls
expendi tures in accordance with approved budget. Obtains bids
and price quotes. Wites purchase orders and check requests.
Moni tors work of contractors. Approves paynment.

Manages facilities. Est abl i shes operating procedures (e.g.,
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Exanpl es of Inportant Duties (Continued)

4. hours, security, safety) for rmaintenance yards, trade shops,
and/ or other varied public facilities. Conducts inspections.
| nvestigates accidents, fires, and crines. Plans and
coordi nates new facilities and renodeling of present facilities.

5. Conducts research. Reviews technical literature, nmeets with
vendors, exchanges information with other governnent agencies
and attends conferences to identify new prograns, methods,
equi pment, and plants which m ght be useful for operations.

6. Coordi nates externally. Meets with citizens, Comm ssion
groups, business groups, recreation councils and ot her
government agencies to identify needs, plan programs, and answer
questi ons about groundskeeping, horticulture, regional parks,
enterprise and interpretation facilities or building
mai nt enance programns. I nvesti gates conpl ai nts.

7. Keeps records. Maintains and supervises records of
expendi tures, time cards and inventory of supplies and
equi pmrent. Wites periodic adm nistrative and operational
reports.

| nportant Worker Characteristics

A. Consi der abl e know edge of (1) park adm nistration; (2) public
adm ni stration; (3) supervision; (4) Conm ssion organization*;
(5) Conmm ssion policies and procedures*; (6) Comm ssion
activities*; (7) arboriculture; (8) architecture; (9) biology;
(10) botany; (11) business adm nistration; (12) environnental
science; (13) equal enploynent opportunity; (14) geology; (15)
horticulture; (16) |andscaping; (17) Merit systemregul ations*;
(18) planning; (19) recreation; (20) safety; (21) urban
forestry; (22) wldlife managenent.

Note: Certain know edges |isted above would only apply
dependi ng on divi sional assignnent.

B. Skill in operation of (1) auto; (2) truck.

C. Ability to (1) solve conplex problens involving many vari abl es;
(2) analyze and evaluate data; (3) calculate fractions, decimls
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| nportant Worker Characteristics (Continued)

and percentages; (4) read technical reports and correspondence;
(5) wite technical reports and correspondence; (6) use proper
spel ling, punctuation and grammar; (7) speak clearly; (8) nmke
oral presentations; (9) organize work efficiently; (10) provide
courteous service.

* Devel oped primarily after enploynent in this class.

M ni rum Qualifications

1. Bachel or's degree or four years experience in Park or Public
Adm ni stration, Landscape Architecture, or natural sciences; and

2. Four years varied park adm nistrati on/ managenment experience that
i ncluded two years of supervisory park adm nistration
experiences that relates to functional area of assignnment (e.g.,
park enterprise, interpretation and conservation, horticulture
and forestry, maintenance and devel opnent, or
engi neering/architecture/l andscape architecture); or

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

4. Valid driver's license or the ability to acquire one.

Wor ki ng Condi ti ons

Works in office. Considerable pressure to neet deadlines.



