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

Tl TLE: Pl anni ng Di vi si on Chi ef GRADE: K CODE: 4342
WORKI NG TI TLES: Di vi sion Chief, Area Team DATE: 01/ 13/ 88

Leader, Regional Team Leader REV: 09/ 17/ 96
SERI ES: Pl anni ng

Cl ass Definition

Under general direction, manages a Pl anning Division or an
interdisciplinary team for an Area of the county, to perform
difficult professional planning work, involving considerable
responsibility, conplexity and variety. This work may include
oversi ght for both master plans and regulatory functions. Provides
direction, organizes and coordi nates pl anni ng recommendati ons and
deci sions for the Planning Board and County Council's consi deration
for the division/area. Interprets County planning policy to devel op
and adm ni ster plans for | and use, devel opnent, public facilities,
functi onal managenment and parks in one County. Manages budget, sets
wor k standards, and reviews major projects for the Division/Area.
Leads an interdisciplinary teamin acconplishing a conpl ex work
program that may involve inter-, intra- division/area work. Assures
quality control and consi stency anpbng teans assigned to the division
or area. Perfornms other related duties as assigned.

Exanpl es of I nportant Duties

1. Pl ans and manages Divi sion/ Area operations and prograns.
Interprets and i nplenments County planning policy established by
Pl anning Director, Planning Board and el ected officials.
Defi nes goal s and obj ectives. Devel ops prograns. Sets
standards. Develops internal policies and procedures.
Provi des technical direction to staff on nmethodol ogi es, issues,
approaches, designs and recomendati ons. Reviews and approves
maj or pl anni ng projects. Plans weekly agenda itens for Pl anning
Board. Coordi nates and negoti ates plans with other Conmi ssion
units and governnent agenci es.

2. Serves as division/team | eader. Supervises and coordi nates
activities of Division/Area personnel. Selects, trains and
mentors staff. Plans, schedul es, assigns and eval uates work of
di verse team of professional staff. Conducts perfornmance
reviews, provides on-going guidance to staff, pronotes career
devel opnent training and professional/technical skills
enhancenent for individual/team Manages human resource needs
of the division/region. Resolves staff conflict and
i nvesti gates enpl oyee di sputes and gri evances.

3. Resol ves and synt hesi zes separate and di vergent professional
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Exanpl es of Inportant Duties (Continued)

opi nions and i ssues anong or between staff, divisions, teans,
citizens, elected officials and nmenbers of the devel opnent
communi ty.

4. Manages and coordi nates special projects (e.g., proposals
desi gned to produce new | egi slation for innovative devel opnent
techni ques and a variety of other subjects).

5. Prepares annual budget request for the Division/Area. Controls
expenditures in accord with approved budget. Adm nisters and
controls grant-funded prograns or projects.

6. Facilitates Master Plan devel opnment and i npl ementati on of
conprehensi ve Master Planning, Park Pl anni ng, and devel opnent
revi ew processes. Serves as authority for decisions throughout
the Master Plan process. Plays a | ead decision-nmaking role for
mandatory referrals, special exceptions, variances and | ocal
map amendnents.

7. Represents the Pl anning Board and departnment as liaison with
citizens, community groups, business groups, County Council,
County Executive and ot her governnment agencies (e.g., COG
WESC, Metro). Receives information, seeks cooperation,
presents plans, answers questions, responds to requests and
resol ves conplaints pertaining to Division/Area operations
regardi ng planning | aws, policies and procedures.

8. Meets with or assigns staff to neet with Director, Policy
Makers and/ or Planning Division/Area staff to identify needs,
establish policies and procedures and make deci sions regarding
pl anni ng projects and associated with adm nistrative matters
(e.g., budget, personnel, facilities) wi thin Departnment.

9. Mai nt ai ns records on production of staff reports, including the

coordination of inter-divisional referrals. Wites periodic
adm ni strative reports.

| nportant Worker Characteristics

A. Ext ensi ve know edge of (1) the broad principles, practices,



policies, procedures and techni ques of planning; (2) Conm ssion
and County planning policies, procedures, and regul ations;*
(3) Comm ssion and County governnment organization;* (4) County
geography, and planning history;* (5) architecture; (6)

engi neering; (7) |andscape architecture; (8) economcs; (9)

envi ronnment al science; (10) County parks system* (11)
recreation; (12) urban design; (13) current supervisory and

adm ni strative techni ques; (14) applicable personnel rules and
regul ati ons.

B. Consi derable ability to (1) adm nister and coordinate a
di vi sional planning program (2) manage the human resources
function; (3) evaluate the work of others; (4) represent the
di vi sion and departnent effectively in a variety of neetings;
(5) communicate effectively with the public; (6) establish and
mai ntain effective working rel ationships, both inside and
out si de the Conm ssi on.

* Devel oped primarily after enploynent in this job class.

M ni num Qualifications

1. Master's degree in planning, parks, architecture, engineering,
environnental science, or related subjects; and

2. Ei ght years of a broad range of planning and/or regul atory
rel ated experience that included two years of supervisory
experience or four years as a planning coordinator; or

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

Wor ki ng Condi ti ons

Works in centralized planning facility. Considerable pressure to
manage program and resources.



