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TI TLE: Par k Mai nt enance Manager GRADE: J CODE: 3421
SERI ES: Park and Recreation Managenent DATE: 1/13/88

Cl ass Definition

Under general direction, perforns managerial work involving
considerable difficulty, conplexity, and variety to manage buil ding
construction/ mai nt enance and/ or horticulture programfor one county
or to manage park maintenance for a major area, servicing

approxi mately one-third of the County, and no | ess than approxi mately
200, 000 residents. Prograns are defined broadly to include bot h
new construction and continui ng mai nt enance of buil di ngs and grounds.
Performs other related duties as assigned.

Exanpl es of |nportant Duties

1. Manages assigned prograns. Defines goals and objectives. Sets
standards. Inspects park and other Comm ssion facilities to
see what work needs to be done. Plans and organi zes conti nui ng
prograns and special projects. Meets wth supervisor, other
managers, architects, or engineers to discuss each project and
review blueprints. OCbtains permts. Estimates staff,
equi pnment, materials and supplies needed for projects.

Coordi nates projects with other Comm ssion units and ot her
governnment representatives. May serve as Division Chief in
hi s/ her absence.

2. Supervi ses mai ntenance staff. Plans, schedul es and assign, work.
Eval uates work and counsels staff. Selects and trains staff.
Initiates disciplinary action. Approves tine cards and | eave
requests.

3. Manages budget for assigned progranms. Prepares annual budget
request. Controls expenditures in accordance with approved
budget. Obtains bids and price quotes. Initiates purchase
requi sitions and check requests. Monitors work of contractors.
Approves paynment.

4. Manages facilities. Establishes operating procedures (e.g.,
hours, security, safety) for maintenance yard, trade shops, and
other facilities. Conducts inspections. Assists proper
authorities in the investigation of accidents, fires, and
crimes. Plans new facilities and renodeling of present
facilities.

5. Conducts research. Reviews technical literature, neets wth
vendors, exchanges information with other governnent
representatives, and attends conferences to identify new
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Exanpl es of Inportant Duties (Continued)

prograns, methods and equi pnment which m ght be useful for
oper ati ons.

6. Community Relations. Meets with citizens, community groups,
busi ness groups, parks and recreation councils and ot her
governnment representatives to identify needs, plan prograns, and
answer questions about grounds keeping, building/construction
and/ or mai ntenance/ horticultural prograns. Investigates
conpl ai nts.

7. Keeps records. Maintains records of expenditures, tinme cards,
and inventory of supplies and equipnent. Wites periodic
adm ni strative and operational reports.

| nportant Worker Characteristics

A Consi der abl e know edge of (1) building construction; (2)
busi ness adm nistration; (3) Conmm ssion activities; (4)
Comm ssi on organi zation;* (5) Comm ssion policies and
procedures;* (6) equal enploynment opportunity; (7) horticulture;
(8) landscaping; (9) managenent; (10) Merit System regul ations;*
(11) parks; (12) safety; (13) statistical analysis; (14)
supervi sion; (15) budget and finance; (16) public relations.

B. Skill in operation of (1) auto; (2) calculator; (3) radio
commruni cati on system

C. Ability to (1) solve conplex problenms involving nmany vari abl es;
(2) analyze data; (3) read and wite technical reports and
correspondence; (4) use proper spelling, punctuation, and
grammar; (5) speak clearly; (6)mke oral presentations to |arge
groups; (7) organize work efficiently; (8) provide courteous
service; (9) evaluate work projects and personnel performance.

* Devel oped primarily after enploynent in this class.

M ni mum Qualifications

1. Bachel or's degree in Parks and Recreation (Master's degree
preferred); and five years of progressively responsible full-
time experience, including four years of varied experience in
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M nimum Qualifications (Continued)

bui | di ng and construction, horticulture, or |andscaping that
i ncluded two years of supervisory experience; or

2. An equi val ent conbi nati on of education and experience.
3. Valid Maryland driver's license, or the ability to acquire one.
4. May require state pesticide certification

Wor ki ng _Condi ti ons

Mai ntains office hours. Whrks extended hours, evenings, weekends,
and holidays. Responds to energency situations as assigned. Sonme
driving. Continuous contact with the general public; resolves
citizen conplaints and di sputes.



