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

TI TLE: Mai nt enance and Devel opnent GRADE: K CODE: 3430
Di vi si on Chi ef DATE: 12/17/91
SERI ES: Park and Recreati on Managenent

Cl ass Definition

Under general direction, manages the Maintenance and Devel opnent
Division to plan, develop, and inplenent a conprehensive program for
t he construction, repair, and mai ntenance of Conmm ssion parks,
bui I dings, and other facilities in one county. The division includes
skilled trade shops, heavy equi pnment crews, horticulture and forestry
crews, greenhouses and nursery production facilities, grounds keeping
units and building custodians. This is difficult nmanagenent work,

i nvol vi ng consi derabl e responsibility, conmplexity, and variety.
Performs other related duties as assigned.

Exanpl es of | nportant Duties

1. Manages division prograns. Defines goals and objectives. Sets
standards. Develops and interprets policies and procedures.
Revi ews and approves construction and mai ntenance prograns and
speci al projects. Meets with other managers, planners,
architects, and engineers to plan mpjor projects. Coordinates
projects with other Comm ssion units and governnment agenci es.

2. Supervi ses division staff through assistant manager and key
di vi si on supervisors. Plans, schedul es, and assigns work.
Eval uates work and counsels staff on ways to inprove
performance. Selects and trains staff. Approves and nedi at es
di sci plinary actions. Approves tinme cards and | eave requests.
I nvesti gates enpl oyee gri evances.

3. Manages di vi sion budget. Prepares annual budget request.
Revi ews and controls expenditures in accordance with approved
budget. Monitors work of contractors. Approves paynent.
Revi ews material and | abor costs.

4. Manages division facilities. Reviews and approves operating
procedures (e.g., security, safety) for maintenance yard, trade
shops, and other facilities. Conducts inspections.
| nvesti gates accidents and property danmage. Super vi ses
constructi on of new parks and buil dings, and renodeling of
present facilities. Reviews construction proposals.

5. Coordi nates externally. Meets with citizens, community groups,
busi ness groups, recreation councils, Planning Board, County
Council, and other governnment agencies to identify needs, plan
prograns, and answer questions about park mai ntenance and
devel opnent prograns. |nvestigates conpl aints.

6. Conducts research. Reviews technical literature, nmeets with
vendors, exchanges information with other governnent agenci es,
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Exanples of Inportant Duties (continued)

and attends conferences to identify new prograns, nethods, and
equi pment whi ch m ght be useful for division.

7. Keeps records. Maintains records of revenues and expenditures,
time cards, inventory of supplies and equi pnent, accidents, and
injuries. Wites periodic admnistrative reports.

| nportant Wor ker Characteristics

A. Consi der abl e know edge of (1) architecture; (2) building and
construction trades; (3) business admnistration; (4) Conm ssion
activities; (5) Conm ssion organization; (6) Comm ssion policies
and procedures; (7) environmental science; (8) equal enploynent
opportunity; (9) horticulture; (10) |andscaping; (11)
managenent ; (12) Merit System regul ations; (13) parks; (14)
public adm nistration; (15) recreation; (16) safety; (17)
statistical analysis; (18) supervision.

B. Skill in operation of (1) auto and (2) cal cul ator.

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

M ni num Qual i ficati ons

1. Bachel or's degree in Public Adm nistration, Horticulture, or
rel ated subjects, and six years of varied and highly responsible
park adm ni stration experience that included four years of
supervi sory experience in one of these areas; or

2. An equi val ent conbi nati on of education and experience.
3. Knowl edge of State pesticide |icensing requirenents.
4. Valid driver's license or the ability to acquire one.

Wor ki ng _Condi ti ons

Works in office, conducts field inspections. Considerable pressure
to meet deadlines. Exposed to toxic materials on occasion.






