CITY OF ROCKVILLE
ACCOUNTANT

CHARACTERISTICS OF CLASS:

The Accountant performs difficult professional work in maintaining a complex system of
accounting records within established systems and procedures. Incumbent develops pertinent
financial data for the preparation and review of the Comprehensive Annual Financial Report and
prepares and certifies complex regulatory reports. Work involves conducting analyses and
evaluating municipal accounting problems through the exercise of considerable independent
professional judgement. Work is reviewed through periodic audits and through the review of
reports by a technical supervisor.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.

Consistently display a positive behavior with regard to work, willingly accept
constructive criticism and be respectful of others.

EXAMPLES OF DUTIES:

Reconciles and maintains bank accounts, bond registers, fiscal agent, and funds accounts
monthly, and follows up on all exceptions.

Prepares monthly bond payments to paying agents; resolves all technical accounting
problems.

Calculates City depreciation charges; computes interest on borrowed funds and maintains
fixed assets records.

Reconciles periodically utility collections accounts and stock room inventory.

Prepares journal entries to reflect the results of financial transactions.

Performs on-going audits, adjusts and corrects entries in manual and automated financial
systems.

Maintains City’s accounts receivable records, including monthly billing.

Closes books at end of year and prepares statements for financial reports.

Prepares detailed account analyses as directed.

Interprets and applies accounting policies to City functions.
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Prepares and coordinates reports for State and County grant reimbursements.

Performs related duties as assigned.

Is responsible for the detailed accuracy of reports, ledgers, bank accounts, bond registers,
journal entries, fiscal agent and monthly accounts.

Is responsible for gathering information for and preparing monthly statements, journal
entries, weekly payroll costs, reports and other pertinent financial data.

Is responsible for reviewing accounting principles and practices to ensure conformance
with established policies and procedures; and finding and resolving all technical accounting
problems.

Is responsible for providing accounting assistance to other City departments.

Is responsible for meeting established deadlines.

QUALIFICATIONS:

Training and Experience:

Any combination of training and experience substantially equivalent to graduation from
an accredited college or university with major course work in accounting or closely related field,
and two years of progressively responsible experience in accounting systems and procedures.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge of office procedures, practices, systems, and equipment as
applied to financial operations.

Considerable knowledge of the City ordinances, policies, systems and procedures
governing its financial operations.

Considerable knowledge of accounting principles and procedures, and of their application
to a variety of accounting transactions and problems.

Working knowledge of ADP operations; familiarity with micro computers and interface
operations with mainframe computers.

Ability to apply accounting principles to the maintenance of voluminous financial and
accounting transactions.

Ability to analyze and evaluate accounting problems and to discern those requiring policy
determination by supervisors.

Ability to analyze and interpret fiscal and accounting data and to prepare financial reports
and statements in accordance with predetermined requirements.

Ability to establish and maintain effective working relationships with others contacted
during the course of work.

Ability to write clear, concise and accurate reports.
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Not in use CITY OF ROCKVILLE
ACCOUNTING OPERATION SUPERVISOR

CHARACTERISTICS OF CLASS:

The Accounting Operation Supervisor performs difficult professional work and responsible
administrative work in maintaining a complex system of accounting records within established
systems and procedures. The incumbent is the lead accountant in the accounting section of the
accounting and control division. The position develops pertinent financial data for the
preparation and review of the Comprehensive Annual Financial Report and prepares and certifies
complex regulatory reports. The position has limited physical demands but there is some stress
involved in handling multiple projects. By nature the work is subject to general direction,
practices and procedures covered by precedents and general supervisory review. Work involves
conducting analyses and evaluating municipal accounting problems through the exercise of
considerable independent professional judgement. Work is reviewed through periodic audits and
through the review of reports by a technical supervisor.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Plans, schedules, directs, and supervises work of an accountant and the accounting
section.

Reconciles and maintains bank accounts, bond registers, fiscal agent, and funds accounts
monthly, and follows up on all exceptions.

Prepares monthly bond payments to paying agents; resolves all technical accounting
problems.

Calculates City depreciation charges; computes interest on borrowed funds and maintains
fixed assets records.

Reconciles utility accounts monthly.

Prepares journal entries to reflect the results of financial transactions.

Performs on-going audits, adjusts and corrects entries in manual and automated financial
systems.

Maintains City’s accounts receivable records, including monthly billing.

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE
ACCOUNTING OPERATION SUPERVISOR
PAGE TWO

Closes books at end of year and prepares statements for financial reports.

Prepares detailed account analyses as directed.

Interprets and applies accounting policies to City functions.

Prepares invoices and monitors a wide variety of state & federal grants.

Performs special projects as assigned by finance director and other department
heads/supervisors.

Assists in budget preparation.

Processes invoices and monitors CDBG and State Water Loan reimbursements.

Invoices and reconciles monthly billing for retiree/Cobra health insurance.

Reviews and authorizes disbursement and PO's for compliance with budget ordinance
and legality of signatures.

Records and balances property tax billings, payments and abatements.

Works with departments citywide on accounting and budget related problems, which
require immediate resolution.

Performs related duties as required.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience equivalent to a bachelor's degree from an
accredited university or college in accounting or related field and at least four years
progressively responsible experience in accounting and analysis or related work, preferably in a
local government at least two of which include management and supervision.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge of office procedures, practices, systems, and equipment as
applied to financial operations.

Considerable knowledge of the City ordinances, policies, systems and procedures
governing its financial operations.

Considerable knowledge of accounting principles and procedures, and of their application
to a variety of accounting transactions and problems.

Working knowledge of ADP operations; familiarity with micro computers and interface
operations with mainframe computers.

Ability to apply accounting principles to the maintenance of voluminous financial and
accounting transactions.

Ability to analyze and evaluate accounting problems and to discern those requiring policy
determination by supervisors.

Ability to analyze and interpret fiscal and accounting data and to prepare financial reports
and statements in accordance with predetermined requirements.

Ability to establish and maintain effective working relationships with others contacted
during the course of work.

Ability to write clear, concise and accurate reports.

Revised: 9/04
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CITY OF ROCKVILLE
ACCOUNTS PAYABLE ASSISTANT I

CHARACTERISTICS OF CLASS:

The Account Payable Assistant | performs intermediate clerical work involving all
aspects of the Accounts Payable Division’s preparation and maintenance of vendor
records and payments. The work requires a reactive approach seeking and supplying
information on specialized accounts payable matters. The position requires limited to
light physical demands with good working conditions involving minimal stress. The
incumbent is responsible for detailed accuracy processing and inputting vendor
information to produce weekly check runs necessary to pay City invoices with
meaningful impact. Direction is given by the Accounts Payable Assistant 11 with general
supervisory review from the Financial Systems Manager.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team
goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and
to perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of
subordinates.

Contribute to the development of others and/or the working unit or overall
organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to
whom service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept
constructive criticism and be respectful of others.

EXAMPLE OF DUTIES:

Performs necessary duties including typing and filing, utilizing word processing
and data processing equipment.

Collects data, prepares and maintains information for purchase agreements,
RCD’s and invoices.

Processes invoices, purchase orders, and codes and enters information into the on-
line accounting system.

Researches all vendor information and relays this information to vendors, City
employees or auditors.

Balances and reconciles monthly invoice statements and processes utility bills.

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE
ACCOUNTS PAYABLE ASSISTANT |
PAGE TWO

Prepares paperwork necessary for check distribution.

Prepares journal vouchers for inventory control for accounts.

Balances vendor payments with City inventories.

Prepares City Health, Dental and Life Insurance Invoices.

Tracks City travel advances and receipts as to comply with Federal regulations.
Gathers source material for preparation of reports and memorandums.

Reviews and edits reports for discrepancies concerning payables processing.
Performs related duties as required.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to graduation
from high school supplemented by courses in accounting and two years experience in
accounting or related field, preferably in accounts payable.

Preferred Knowledge, Skills and Abilities:

Ability to make rapid and accurate calculations.

Ability to make independent judgments.

Ability to understand and follow written and verbal instructions in timely fashion.

Ability to carry out, with limited supervision, continuing assignments requiring
organization, continuing assignments requiring organizational skills.

Ability to deal with vendors, co-workers, and other department personnel in a
professional manner.

Ability to operate a Data Entry terminal, 10 Key Calculator, Decollating machine,
Forms Burster, Check signer, Microfiche reader/printer and other related equipment.

Ability to acquire considerable knowledge of the City’s policies concerning the
regulation regarding accounts payable.

Ability to use Excel and Word.

Revised 9/04
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CITY OF ROCKVILLE
ACCOUNTS PAYABLE ASSISTANT Il

CHARACTERISTICS OF CLASS:

The Accounts Payable Assistant 11 performs intermediate to difficult clerical and
responsible administrative work coordinating all aspects of the Accounts Payable
Division. The work requires a reactive approach seeking and supplying information on
accounts payable matters and occasionally a proactive approach explaining specialized
matters to vendors. The position requires limited to light physical demands with good
working conditions involving some stress, meeting deadlines and administrative
demands. The incumbent is responsible for the City’s account payments with meaningful
impact and the work is accomplished under the general direction of the Financial Systems
Manager.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team
goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and
to perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of
subordinates.

Contribute to the development of others and/or the working unit or overall
organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to
whom service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept
constructive criticism and be respectful of others.

EXAMPLES OF DUTIES:

Coordinates and directs the day to day operation of the Accounts Payable
Division.

Enters payable City account information into automated accounting system.

Ensures check disbursements are made in a timely manner.

Ensures accuracy of vendor statements and vendor checks.

Prepares monthly quarterly and annual reports.

Performs necessary duties including typing and filling utilizing word processing
and data processing equipment.

Completes monthly employee insurance audits.
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Coordinates fiscal year and audit requests.

Updates the Local Government Financial System (LGPS) tables necessary for
vendor check production twice a week.

Works with Data Processing staff concerning vendor check production problems.

Processes invoices, purchase orders, and codes and enters information into the on-
line accounting system.

Collects data, prepares and maintains information for purchase agreements,
RCD’s, invoices.

Processes all 1099 year and information.

Monitors and records Off-the Road motor vehicle gas reports and applies for
appropriate refunds.

Records and tracks all the City’s utility payments.

Keeps abreast of software enhancements that relate to the Accounts Payable and
Purchasing Divisions.

Coordinates with Personnel and Payroll all necessary information relating to
health, life and dental insurance.

Relieves the Financial Systems Manager of administrative duties in the accounts
environment.

Reconciles any discrepancies arriving within City’s accounting system and
vendor statements.

Identifies, resolves, and reports potential problems to the Financial Systems
Manager.

Drafts accounts payable procedures for Financial Systems Manager approval.

Drafts written responses to inquiries or concerns dealing with accounts payable.

Assists with special payroll projects/requests and prepares reports for use by
upper and middle management.

Provides input for performance evaluations of the Accounts Payable Assistant 1.

Performs related duties as required.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to graduation
from an accredited college with an Associate’s degree supplemented by courses in
accounting and two years experience in the accounting field preferably in accounts
payable.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge of City’s procurement procedures.
Ability to perform duties without close supervision.
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Ability to train employees.

Ability to establish and maintain effective working relationships with co-workers,
employees, vendors, and the public.

Ability to operate a data entry terminal, personal computer, calculator, decollating
machine, and other related equipment.

Ability to make rapid and accurate calculations.

Ability to acquire considerable knowledge of City policies and regulations
regarding accounts payable.

Ability to draft written responses to inquiries or concerns dealing with vendors,
employees, outside organizations, and the general public.

Ability to use Excel and Word in daily operations.

Ability to implement and maintain new software and understand data processing
operations.

Revised 9/04
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CITY OF ROCKVILLE
ADMINISTRATIVE ASSISTANT I

CHARACTERISTICS OF CLASS:

The Administrative Assistant | performs difficult skilled clerical and intermediate administrative
work to assist the assigned department director. The work requires a reactive approach
involving regular contact within the department and periodic contacts with other departments,
outside agencies and the general public supplying or seeking information on specialized matters.
There are light physical demands, and the working conditions are somewhat stressful from
meeting deadlines and the demands of the department. The incumbent's general and
administrative work is subject to general policy direction, practices and procedures with general
supervisory review by the department director. The incumbent participates with others in
program development, and service delivery with meaningful impact.

EXPECTATIONS OF ALL CITY EMPL OYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of
subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Coordinates various departmental activities between the department director and various
divisions of the department.

Coordinates various City activities between the department director and directors of other
departments.

Sets up and ensures maintenance of specialized files/record keeping systems and
databases.

Performs advanced clerical duties utilizing word processing, spreadsheets, Powerpoint,
and Microsoft Access databases;

Makes arrangements for local and out-of-town travel for seminars and conferences.

Screens incoming calls, correspondence and visitors answering questions and/or routing
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Prepares text, and conducts file searches, including Internet searches.

Performs a variety of research activities with minimal supervision.

Ensures confidentiality of records and correspondence.

Serves as staff support for one or more divisions within the department.

Drafts and prepares letters, memorandums and reports.

Performs a variety of administrative support functions such as planning agendas,
gathering materials, taking minutes for various boards and commissions.

May assist in the coordination of the preparation of the department's annual budget.

Serves as a staff liaison with City employees and other agencies, utilizing a reactive
approach.

Receives inquiries from employees, the general public or other agencies and supplies
information as necessary.

Establishes work priorities and office procedures and coordinates efforts to ensure
workflow throughout the department and to meet deadlines.

Participate with others or takes the lead in coordination of special projects.

Performs other duties as may be required.

MINIMUM REQUIREMENTS:
[raining and Experience:

Any combination of training and experience equivalent to graduation from high school
and five years progressively responsible experience in office administration including the use of
office equipment, and proficiency in computer software including Windows 95, Microsoft
Office, Microsoft Word, Excel and E-Mail systems.

rerred lede. Skills and Abilities:

Knowledge of, or ability to rapidly acquire knowledge of City government procedures,
and of the relationships between various City departments.

Knowledge of methods, principles and techniques associated with research, data
collection and report preparation.

Ability to establish and maintain effective working relationships with representatives of
various government and private organizations, employees and the general public.

Ability to communicate effectively both orally and in writing.

Revised 9/04
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CITY OF ROCKVILLE
ADMINISTRATIVE ASSISTANT II

CHARACTERISTICS OF CLASS:

The Administrative Assistant Il performs difficult skilled clerical and intermediate administrative
work to assist the assigned department head. The work requires a proactive approach with
outside and inside contacts to carry out departmental programs or to explain specialized matters
with occasional contacts with higher level officials. There are light physical demands, and the
working conditions are somewhat stressful from meeting deadlines and the demands of the
department. The incumbent’s increased administrative work is directed subject to general policy
direction, practices and procedures with general supervisory review by the department Director.
The incumbent participates with others in program development, service delivery and is
responsible for supervision and coordination of activities of other secretarial/clerical support
staff.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Coordinates various departmental activities between the department head and various
divisions of the department.

Coordinates various City activities between the department Director and directors of
other departments.

Sets up and ensures maintenance of specialized files/record keeping systems and
databases.

Performs advanced clerical duties utilizing word processing, spreadsheets, Powerpoint,
and Microsoft data bases.

Makes arrangements for local and out-of-town travel for seminars and conferences.

Screens incoming calls, correspondence and visitors answering questions and/or routing
them as appropriate.
CITY OF ROCKVILLE

Position Descriptions City of Rockville, Maryland



ADMINISTRATIVE ASSISTANT 11
PAGE TWO

Prepares text, and conducts file searches.

Performs a variety of research activities including Internet searches with minimal
supervision.

Ensures confidentiality of records and correspondence.

Drafts and prepares letters, memorandums and reports.

Performs a variety of administrative support functions such as planning agendas,
gathering materials, taking minutes for various boards and commissions.

May have responsibility for preparing an administrative division budget.

Coordinates the preparation of the department’s annual budget.

Serves as a staff liaison with City employees, other agencies, private groups and
community organizations utilizing a proactive approach.

Receives, investigates and, if possible, resolves complaints and inquiries from employees
and the general public.

Supervises lower level clerical employees including interviewing, selection, and
completion of performance appraisals.

Establishes work priorities and office procedures and coordinates efforts to ensure
workflow throughout the department and to meet deadlines.

Participates in grant preparation, research, surveys, report writing and various other
administrative duties as necessary.

May participate with others or take the lead in coordination of special projects.

Performs related duties as required.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience equivalent to graduation from high school
and five years progressively responsible experience in office administration including advanced
skill in the use of office equipment, computer software including Microsoft Office and E-Mail
systems. Some supervisory experience preferred.

Preferred Knowledge, Skills and Abilities:

Knowledge of, or ability to rapidly acquire knowledge of City government procedures,
and of the relationships between various City departments.

Knowledge of methods, principles and techniques associated with research, data
collection and report preparation.

Knowledge of or ability to rapidly acquire knowledge of the City’s budget preparation
process.

Ability to establish and maintain effective working relationships with representatives of
various government and private organizations, employees and the general public.

Ability to communicate effectively both orally and in writing.

Revised 09/04
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CITY OF ROCKVILLE
ADMINISTRATIVE SUPPORT COORDINATOR

CHARACTERISTICS OF CLASS:

The Administrative Support Coordinator performs difficult skilled clerical and intermediate
administrative work in support of the Office of the City Manager, coordinating the office
administrative and clerical activities. The work requires a proactive approach with outside and
inside contacts to carry out the Office’s programs, or to explain specialized matters with
occasional contacts with higher level officials. There are light physical demands, and the
working conditions are somewhat stressful from meeting deadlines and demands and handling
multiple projects. The skilled clerical work requires the incumbent to handle all assignments
except those requiring office policy or procedure change where the administrative work requires
the incumbent to handle a variety of assignments or problems independently and all work is
subject to general policy, direction, practices and procedures. Covered by precedent and general
supervisory review, the incumbent participates with others in program development, service
delivery and supervising of subordinate staff.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Coordinates day-to-day administrative activity for the City Manager’s Office with
City departments, officials and the public etc.

Coordinates meetings for the City Manager and Deputy City Manager.

Maintains an Administrative orientation notebook.

Oversees the scheduling system for City Hall conference rooms.

Tracks and monitors the City Manager’s Budget and credit card, and the City’s credit
card. : :

Processes payment of invoices and bills for City Manager’s Office, Wellness and Human
Rights Programs.
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Prepares and coordinates weekly correspondence from City Departments to the Mayor
and Council.

Manages and processes travel accommodations, hotel, per diem funds etc for City
Manager’s staff and others.

Plans and coordinates meetings for City Manager’s staff including catering, room
reservations, etc.

Creates and maintains a database of various team members and sends staff meeting
reminders (i.e. Imagine Rockville Action Team).

Orders and maintains office supplies inventories and refreshment supplies for meetings.

Prepares bi-weekly payroll and distributes payroll checks for the City Manager’s Office
staff and Senior Staff.

May coordinate and supervise high school students and others fulfilling community
service hours.

Writes and prepares letters for the City Manager and Senior Staff’s signature.

Serves as point of contact for callers and visitors to the City Manager’s Office and serves
them as may be appropriate.

Coordinates administrative support for the Human Rights Community Mediation
Administrator and Wellness Coordinator.

Assists Human Rights Community Mediation Administrator in preparation of the City’s
annual Martin Luther King Celebration.

May meet with administrative support staff of City Departments to discuss issues of
mutual interest.

Is responsible for maintaining and updating the City Manager’s Office filing system.

Is responsible for updating and distribution of Emergency Notification List and Mayor
and Council and Senior Staff information list.

Supervises support employees in the City Manager’s Office.

Creates procedures to ensure effective and efficient operations of Switchboard/front desk,

Is responsible for ensuring coverage of City Hall’s switchboard.

Handles problems and issues dealing with weekend and evening facility usage.

Performs a variety of other duties as required.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to an Associate of
Arts Degree in Office Management, Business Administration, etc. and six years of progressively
responsible experience in office administration, two years of which must have been as manager
and/or supervisor.

Preferred Knowledge, Skills and Abilities:
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Knowledge of, or ability to rapidly acquire, knowledge of City government procedures,
and of the relationships between various City departments.

Knowledge of methods, principles and techniques associated with research, data
collection and report preparation.

Knowledge of business English, spelling, arithmetic, punctuation, grammar, and general
editing skills.

Knowledge of and advanced skill in the use of office equipment, including word
processing and data based computer programs Wordperfect, data bases, Lotus 1-2-3.

Ability to establish and maintain effective working relationships with representatives of
various government and private organizations, employees and the general public.

Ability to communicate effectively both orally and in writing.

Ability to draft written responses to inquiries or concerns that may be of a sensitive
nature.

Ability to carry out continuing and multiple assignments requiring exceptional
organizational skills, with limited supervision.

Revised 9/04
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CITY OF ROCKVILLE
AQUATICS FACILITIES MANAGER

CHARACTERISTICS OF CLASS:

The Aquatics Facilities Manager performs intermediate technical, para-professional and
administrative work involving the safe and effective operation of the Rockville Municipal Swim
Center facility. Work is proactive requiring inside and outside contacts and continuing personal
contact with the public involving the enforcement of laws, ordinances, policies and procedures;
work requires moderate physical effort working regularly with light weight materials and
occasionally with heavy weight materials with exposure to heat, fumes, cold, noise, vibration,
wetness and considerable mental effort and stress. The work is subject to general policy
direction, practices and procedures, covered by precedents and general supervisory review. The
incumbent participates with others (both within and outside this organizational unit) in program
development, service delivery and supervision of subordinate staff.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Plans and schedules the work assignments and supervises the work of the poolkeeper,
pool supervisors, lifeguards, locker room attendants, snack bar personnel, custodians, etc.

Ensures facility cleanliness and proper chemical balances are maintained in all pools.

Supervises daily operations including cleaning routines and the enforcement of pool rules
and regulations by subordinates.

Ensures that appropriate inventories of necessary chemical supplies are maintained.

Hires, trains, and evaluates operational staff.

Arranges special events and coordinates some rentals at the pools.

Manages and administers the opening and closing of all seasonal pool facilities.

Maintains up-to-date files on all employees.

Manages and administers pre-season opening and post-season closing of the Snack Bar.

Assists in the development and administration of the Swim Center budget and CIP
program by identifying both facility replacement needs as well as enhancement opportunities.
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Develops bid specifications, and works with the purchasing division to coordinate facility
projects and deals with several contractors in such areas as chemical delivery and storage,
concrete repair, etc.

Processes payments from invoices and payments to contractors.

Prepares necessary reports regarding the effectiveness and efficiency of pool operations.

Interprets and explains aquatic programs to the public.

Assists in the development and implementation of pool policies in all areas of operation.

Screens, interviews, and recommends hiring of Swim Center personnel.

Performs rescue operations as needed and administers first aid.

Serves as primary contact person with Montgomery County Health Department on
facilities related matters.

Stays abreast of the operating standards of the State of Maryland Montgomery County
Health Code.

Ensures that all operations are performed in a manner consistent with the highest levels of
safety for patrons and employees alike.

Ensures that all subordinates meet assigned schedules and that all work performed is
within acceptable standards.

Performs other duties as may be required or assigned.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to graduation from
an accredited college or university with major work in recreation or physical education, and 4
years of experience in pool management and administration. Possession of a current Lifeguard
Training certificate and Montgomery County Pool Operator’s License.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge of rescue methods and first aid as applied to accidents in the
water and surrounding areas, and ability to work in an emergency situation in a calm manner.

Considerable knowledge of departmental procedures and policies as applied to the
operation of a large swimming facility and as to the maintenance of related records and reports.

Considerable knowledge of the methods, materials, tools and equipment used in the
operation and maintenance of public swimming pools.

Knowledge of State of Maryland and Montgomery County Health Code regarding
swimming pools.

Ability to deal effectively and courteously with the public.

Ability to communicate effectively with contractors and other City departments.

Ability to establish and maintain effective working relationship with peers and
subordinates.

Ability to plan and supervise the work of subordinates engaged in the operation of
swimming pools.
Revised 9/04
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CITY OF ROCKVILLE
AQUATICS SUPERVISOR

CHARACTERISTICS OF CLASS:

The Aquatic Supervisor performs difficult technical and professional work involving the
safe and effective operation of the municipal swim center including maintenance, programming
and supervision of personnel.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Prepares and coordinates Swim Center programs and usage.

Plans and implements competitive programs for swim teams including practice,
registrations, competitions, record and travel arrangements.

Plans and implements instructional programs for the swim center.

Develops classes, schedules instructor training and equipment purchases.

Hires, trains, schedules and evaluates staff.

Instructs and supervises full and part-time employees.

Coaches swim team daily and attends swim meets on weekends.

Develops and edits the weekly swim team newsletter.

Supervises the mechanical operation and maintenance of the swim center complex
including filter, chlorination, plumbing and heating systems and snack bar, performs mechanical
repairs required.

Maintains chemical levels and equipment.

Performs rescue operations as needed and administers first aid.

Responsible for staying abreast of the operating standards of the Montgomery County
Health Code.

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE
AQUATICS SUPERVISOR
PAGE TWO

Responsible for maintaining an effectively safe operating facility.

Responsible for staffing coaching, lifeguard and pool manager positions.

Out of necessity, the Aquatics Supervisor often must perform the duties of the vacant
positions of coaches, lifeguards and pool manager.

Raises funds for the swim team and is accountable for all money deposits.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to graduation from
an accredited college or university with major course work in recreation or physical education
and four years of experience in pool management. Preferred: possession of Lifeguard Training
Certification, Pool Operator License, CPR Certification and Multi-Media First Aid Certificate.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge of rescue methods and first aid as applied to accidents in the
water and surrounding areas.

Considerable knowledge of instructional methods used in teaching swimming, diving,
first aid and lifesaving techniques.

Knowledge of the Montgomery County Health Code regarding swimming facilities.

Ability to deal tactfully and courteously with the public.

Ability to keep adequate operating records.

Ability to establish and maintain effective working relationships with subordinates.

Revised 9/04
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CITY OF ROCKVILLE
ARTS PROGRAMS SPECIALIST

CHARACTERISTICS OF CLASS:

The Arts Programs Specialist performs intermediate para-professional and responsible
administrative work coordinating, planning, and developing City-wide arts and cultural
activities for all ages. The incumbent utilizes a proactive approach working with
community-based arts organizations, the Cultural Arts Commission, volunteers, artist-
contractors, and citizens in producing programs, special events and visual arts projects.
The physical demands are moderate and the working conditions are good. The work is
directed by the Arts Programs Supervisor, uses standardized administrative practices, and
has meaningful impact on specific programs. The incumbent directs the work of
temporary and volunteer staff.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team
goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and
to perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of
subordinates.

Contribute to the development of others and/or the working unit or overall
organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to
whom service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept
constructive criticism and be respectful of others.

EXAMPLES OF DUTIES:

Participates in all aspects of the City's arts programs which includes the Mansion
Art Gallery of Rockville, the Rockville Community Chorus, Kids, Parks, Performing Arts
and ,Arts in the Mansion series, special events, and implementation of the Master Plan
for the Arts.

Works with civic groups, parent/student groups, local and regional arts
organization and other community groups in determining arts and cultural needs and
desires and implements programs and services in a cost effective manner.

Coordinates and gathers information related to arts and cultural needs for
budget preparation and evaluation.
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Works with the Superintendent of Recreation, the Arts Program Supervisor,
department staff and the Cultural Arts Commission to develop and implement new
programs or update existing programs.

Develops timely public service, and promotional material for the quarterly

recreation brochure, City newsletter, arts brochures, fliers, and other media.

Develops call for entries for competitive art selection processes.

Assists in the recruitment, selection, training and evaluation of temporary
and volunteer staff. '

Keeps informed of new developments in the field of arts and cultural
activities.

Performs related duties as assigned.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to
graduation from an accredited college or university with major course work in recreation,
arts management, or related field plus two years of experience in arts programming
administration.

Preferred Knowledge. Skills. and Abilities:

Knowledge of the objectives and principles of planned Cjnd diversified
recreational and cultural arts programs appealing to all ages and interest groups.

Knowledge of the organization, development, and administration of arts
related recreation programs.

Skill in oral and written communication.

Ability to administer programs within general policy guidelines and
budgetary constraints.

Ability to serve as an advocate for the arts.

Ability to establish and maintain effective working relationships with those
interested in art and cultural activities, within and outside the organization.

Revised: 9/04
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CITY OF ROCKVILLE
ARTS PROGRAM SUPERVISOR

CHARACTERISTICS OF CLASS:

The Arts Programs Supervisor performs difficult professional and responsible
administrative work with responsibility for coordinating, planning, and developing City-wide
arts and cultural activities for all ages. The employee works extensively with community-based
arts organizations, the Cultural Arts Commission, volunteers, artist-contractors, and citizens in
producing quality program offerings, special events, and visual arts projects. The employee
supervises part-time staff and volunteers. The employee is responsible for carrying out all City
policies and procedures pertaining to recreation and arts-related programs and for maintaining
careful and accurate control of budgeted expenditures and revenues in accordance with accepted
City procedures. The Arts Programs Supervisor is directly supervised by the Superintendent of
Recreation, and is required to work as a team member with other department staff and staff
from other City departments to ensure smooth coordination of department services. The
employee must exercise considerable independent judgment in carrying out assignments.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Plans, organizes, schedules, supervises, coordinates, and participates in all
components of the City's arts programs, including the Municipal Art Gallery, the Rockville
Concert Band, the Community Chorus, the Civic Ballet, Courthouse Square events, the Art in
Public Places Program, City-wide special events, the Artist-in Residence program, and lore.

Works with civic groups, parent/student groups, local and regional arts organizations, and
other community groups in determining arts/cultural needs/desires, and implements programs
and services which satisfy those needs in a cost effective manner.

Coordinates the gathering arts/cultural needs/desires and evaluation.

Works with the Director of Recreation and Parks, the Superintendent of Recreation, other
department staff, and the Cultural Arts Commission to develop and implement new prograls and
systels for managing programs.

Represents the Department of Recreation and Parks on the Cultural Arts Commission.

Develops timely public service, promotional and informative compositions for the
quarterly recreation brochure, city newsletter, and other media.
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Develops calls-for-entry for numerous competitive art selection processes.

Recruits, selects, trains and evaluates part-time staff and

Gathers information pertaining to new developments in the field of arts and cultural
activities and applies these methods and practices to professional guidance and training for
employees and volunteers.

Performs related work as required.

Ensures that community and citizen input is solicited in reference to program
evaluation and changes, employing formal and informal surveys, meetings and personal
contact. .

Submits to accountant, expenditure and revenue information.

Operates revenue and non-revenue supported programming within budgetary guidelines
as developed by staff and the Mayor and Council of Rockuville.

Maintains extensive records related to program registration and participation.

Develops and implements safety and risk management policies and strategies which will
maximize participant safety and minimize the City's potential liability.

Inspects regularly and carefully all program operations to ensure proper supervision of
staff and participants.

Inspects regularly and carefully all programs for coordination with the building
maintenance division and other department staff to ensure these facilities are maintained in a
proper and safe manner.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to a graduation
from an accredited college or university with major course work in recreation, arts
management, or an appropriate, related field, plus five years of progressively responsible
experience in recreation or arts programs administration.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge of and appreciation for the objectives and principles of a
planned and diversified recreation program appealing to teens and other age and interest
groups..

Considerable knowledge of the organization, development and operation of a
diversified recreation program.

Ability to administer such program within general policy guidelines and budgetary
limitations.

Ability to make decisions recognizing established precedents and practices, and to use
resourcefulness in meeting new situations.

Ability to establish and maintain effective working relationships with persons and groups
interested in recreational, arts/cultural activities, associates and other employees and
departments, and the general public.

Ability to stimulate staff and volunteers to maintain a high level of quality and creativity
in their daily work.

Revised: 9/04
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CITY OF ROCKVILLE
ASSISTANT CITY FORESTER

CHARACTERISTICS OF ClL ASS:

The Assistant City Forester performs intermediate professional and administrative work ensuring
preservation protection, and replacement of the City’s urban forest. This work requires a
proactive approach to ensure compliance with regulations relating to the Rockville Forest and
Tree Preservation Ordinance and Maryland Department of Natural Resources Forest
Conservation Act and State Roadside Tree Law. The physical demands are moderate and the
work requires working outside in various weather conditions. At the direction of the City
Forester, the incumbent performs field inspections for various City contracts, evaluates and
enforces contract agreements, and assists the Parks management team with the overall objectives
of the CIP program, with meaningful impact. The work is performed under the general
managerial review of the City Forester although considerable opportunity for discretion and
independence of action is allowed.

EXPECTATIONS OF ALL CITY EMPL OYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of
subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Assists the City Forester with the preservation and protection of all forest canopy in the
City.

Inspects residential and commercial construction to verify compliance with approved
plans and applicable specifications relative to forest and trees.

Confers with and advises contractors, owners, architects, and the general public regarding
ordinance requirements and solutions to problems and reviews and evaluates construction plans
for compliance with City and State forestry preservation requirements.

Attend Development Review meetings and other meeting as required.

Makes field reviews independently and with inspectors and the City forester.

Investigates and resolves citizen concerns regarding tree identification, pruning, care or
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Performs inspections relating to tree care by independent contractors such as pruning,
tree removal, stump removal, and pesticide applications.

Assists the City Forester in maintenance management, public education programs,
compilation of data, and reports.

Enforces and monitors Environmental Guidelines as they relate to the Forest Tree
Preservation Ordinance.

Issues permits, accepts and release bonds and recording inspections.

Acts as plans examiner for the City Forester, including coordination of plan review with
other agencies, and permit approval.

Assists the parks management team with research and development projects.

Reviews forest stand delineation and forest conservation plans.

Documents all data relevant to issuance of approved plans.

Presents guidelines for implementation during pre-construction meetings.

Responsible for pre-construction and post-construction meetings, periodic inspections,
and subsequent one- and two-year warranty inspections.

Performs other duties as required.

QUALIFICATIONS:
ired Traini I iance:

Any combination of training and experience substantially equivalent to graduation from
an accredited college or university with a Bachelor’s degree in forestry, natural resources
sciences, natural resources management, landscape or environmental planning, horticulture or
related field and four years experience in forestry, natural resources sciences, natural resources
management, landscape or environmental planning, horticulture or related field. Must be a
Maryland Department of Natural Resources "Qualified Professional™ for forest stand delineation
and forest conservation plans and must possess or be able to obtain within six months
certification from the International Society of Arboriculture as a Certified Arborist. Must possess
an appropriate driver's license valid in the State of Maryland. Maryland Roadside Tree Care
Expert preferred.

Knowledge of the State of Maryland and City of Rockville forest and tree preservation
ordinances.

Knowledge of the ANSI pruning standards and International Society of Arboriculture
specifications or recommendations.

Knowledge of the recommended standards and practices of the American Association of
Nurserymen and the Maryland Nurserymen Association.

Knowledge of the current methods, materials, and techniques employed in landscape
design, installation, maintenance, and integrated pest management as recommended by the
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Maryland Cooperative Extension Service, landscape Contractors Association and the
Professional Grounds Management Society.

Knowledge of facility design and construction principles.

Ability to read and interpret blueprints quickly and accurately, and track progress.

Ability to deal firmly but fairly and tactfully and to remain calm and courteous while
dealing with builders, contractors, property owners, and the general public.

Ability to establish and maintain effective working relations with persons contacted in
the course of the job.

Ability to convey accurate explanations of ordinances and regulations and the reasons
therefore.

Ability to be effective and concise in oral and written communications.
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CITY OF ROCKVILLE
ASSISTANT COMMUNITY CENTER SUPERVISOR

CHARACTERISTICS OF CLASS:

The Assistant Community Center Supervisor performs intermediate paraprofessional and
responsible administrative work under the supervision of the Nature Center Supervisor.
The employee supervises part-time, seasonal employees and volunteers and works
closely with Recreation Services Division staff to facilitate coordination of Center usage.
The work requires the employee to handle a variety of assignments or problems
independently and requires outside and inside contacts to carry out organizational
programs on matters requiring cooperation, explanation and persuasion. The physical
work is light in nature requiring some mental effort and stress in performance of duties.
The program work is performed under general policies, procedures and practices and is
usually covered by precedents and general supervisory review.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team
goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and
to perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of
subordinates.

Contribute to the development of others and/or the working unit or overall
organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to
whom service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept
constructive criticism and be respectful of others.

EXAMPLES OF DUTIES:

Assists in the overall operation of the community center. Opens and secures the
facility. Safeguards cash and valuables. Orders and picks up supplies. Prepares building
for programs. Operates copier machines, computers, audiovisual equipment, etc.
Monitors the building for cleanliness and safety and requests building repairs when
necessary.

Plans, organizes and implements recreation programs and events. Works closely
with recreation services division staff to provide adequate room setup, program supplies
and equipment to obtain program goals. Meets with citizen and community groups to
identify needs, plan programs and answers questions regarding recreation programs.
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Monitors recreation activities. Issues equipment. Interprets and enforces rules.
Resolves disputes. Enforces emergency and safety procedures, attends a variety of
training as required.

Greets visitors to community center. Explains rules, activity registration
procedures, center ID card program, and center programs to participants. Accepts
reservations for facility rental, and recreation programs. Collects and deposits fees.
Recommends during and after-hour scheduling.

Assists supervisor in maintaining records of revenues and expenditures,
registrants, program participants. Writes reports as required. Assists in budget
monitoring and control.

Conducts daily inspection of the facility to ensure the safe and effective operation
of the facility including building equipment and surrounding grounds.

Establishes and maintains contacts with facility users to develop new services
relevant to the current/changing needs of the community.

Performs other duties as required.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience equivalent to graduation from an
accredited college or university with major course work in recreation, business, or
management, plus one year of experience in community or recreation center
management.

Preferred Knowledge, Skills and Abilities:

Ability to ensure that community and citizen input is solicited in reference to
program evaluation and changes, using formal and informal surveys, meetings and
personal contacts.

Ability to work with recreation service division programmers to ensure all
community recreation needs are being met.

Ability to inspect the facility for safety, cleanliness, and daily operations.

Ability to coordinate building use between center operating programs and city
wide operating programs.

Ability to develop drop in programs of a sporting, recreational and educational
nature.

Skill in record keeping relating to program participant, program use hours,
building use, staffs and volunteers hours.

Ability to train and supervise the program and center staff.

Revised 9/04
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CITY OF ROCKVILLE
ASSISTANT FACILITIES ENGINEER

CHARACTERISTICS OF CLASS:

The Assistant Facilities Engineer performs intermediate skilled work in the care, maintenance,
and repair of all building and support equipment utilized in City buildings, recreation centers,
and parks facilities. The work requires contacts within the Department, other departments,
outside organizations and the public. It requires moderate physical effort often working with
lightweight and occasionally heavy materials and machines in sometimes difficult work positions
and under somewhat disagreeable conditions. The incumbent performs work under general
supervisory review with the work having moderate consequences on the customers served. May
occasionally oversee the work of others.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Assists the Facilities Engineer with, and performs a variety of duties including but not
limited to those listed below.

Performs preventative, corrective and routine maintenance, repair, and minor overhaul
work on heating, ventilation, air conditioning (HVAC), refrigeration, minor electrical, plumbing,
in all City buildings, facilities, parks and locations.

Conducts tests and inspections of mechanical and electronic equipment.

Monitors and maintains energy management systems in various City facilities.

Prepares HVAC, refrigeration, and plumbing systems for winter and summer operations
in City buildings and parks.

Maintains system logs.

Serves as an essential employee and is required to report for building, weather and other
emergencies, as needed.

Works with contractors on repair work.
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Maintains parts and tool inventory for routine and emergency repairs to
a variety of equipment.

Maintains preventive maintenance and repair records.

Purchases parts for repair of equipment.

Keeps all equipment in a neat, clean, and safe condition.

Works with other supervisors to handle emergency and routine repairs.

Assists the carpenters and other employees with projects and special event setups, as
required.

Maintains the inventory and storage of all parts, equipment, and tools needed for facilities
maintenance and repair (e.g. filters, motors, controls, etc.)

Acts as Facilities Engineer in the absence of the Facilities Engineer.

Performs other work as required.

QUALIFICATIONS:

Minimum Training and Experience:

Any combination of training and experience substantially equivalent to graduation from
high school and two years of equipment repair and maintenance experience, with an emphasis on
control system repairs. Must have, or be able to obtain, approved basic HVAC and plumbing
maintenance certificates within one year of employment. Possession of an appropriate driver’s
license, valid in the State of Maryland.

Preferred Knowledge, Skills and Abilities:

Ability to interpret wiring and mechanical diagrams and perform work on these in a safe
and effective manner.

Working knowledge of basic electrical branch circuitry, with emphasis on multi-phase
power supply to mechanical systems and motors.

Working knowledge of electronic components and controls for HVAC, pumping systems,
and other related mechanical equipment.

Working knowledge of computer based control systems such as Metasys.

Ability to read and interpret blueprints, technical reports, manuals, correspondence, and
reports.

Ability to diagnose, trouble-shoot, and locate defects in a wide variety of equipment.

General knowledge of the operating principles of HVAC, controls, air handlers, minor
electrical, plumbing, and related mechanical equipment.

Ability to work well under pressure, handle emergency situations, and provide courteous
service.

Ability to record repairs and service operations of equipment, on a routine basis.

Ability to organize work efficiently.

Ability to maintain a safe work site and observe all safety practices.

Ability to work well with all levels of management.
Revised 6/07
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CITY OF ROCKVILLE
ASSISTANT GOLF COURSE SUPERINTENDENT

CHARACTERISTICS OF CLASS:

The Assistant Golf Course Superintendent performs difficult technical work performing a variety
of tasks as necessary to maintain an 18-hole golf course. This position will supervise lower
classified employees on a regular basis but would also be responsible for performing a variety of
manual tests. The Assistant Golf Course Superintendent would assume responsibility for all
Golf Course operations in the absence of the Superintendent and weekend/evening hours are
required.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.

Plan and organize his/her work, time and resources, and if applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Supervises various subordinates in golf course maintenance and mowing activities and
the application of potentially hazardous chemicals including pesticides, herbicides, fertilizers,
etc.

Supervises and/or operates a variety of different medium and heavy equipment such as
greens mowers, gang mowers, tractors, backhoes, etc.

Assists in the design, installation and maintenance of irrigation systems.

Assists with golf equipment maintenance.

Helps ensure that all USGA rules and regulations are enforced.

Occasionally, meets with the public to discuss/explain grounds maintenance policy.

Schedules and oversees the work of subordinates.

Completes various reports and maintains records as required by established procedures.

Performs other tasks and duties as required.

Ensures that pesticides and other hazardous chemicals are stored and used in a prudent
and proper manner to protect the safety and health of employees and the general public, as well
as to protect the environment from potential harm.

Ensures that all mechanical equipment and tools are used in a safe manner.
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Ensures that the proper records (as required by law) relating to the use of pesticides,
fertilizers, etc., are maintained.

Ensures that proper procedures are followed to ensure that the golf course facility is kept
in an acceptable manner.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to two years of
college work in the field of turf maintenance or landscaping, and a minimum of six years of work
experience with two years at the supervisory level. Must possess or be able to obtain a State of
Maryland license for pesticide and other chemical application and must know all USGA rules
and regulations.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge in the principles and practices of golf course management and
maintenance.

Considerable knowledge of USGA rules and regulations.

Ability to manage and supervise work crews.

Ability to interact with the public.
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CITY OF ROCKVILLE
ASSISTANT SPORT PROGRAMS SUPERVISOR

CHARACTERISTICS OF CLASS:

The Assistant Sports Programs Supervisor performs intermediate professional and
responsible administrative work assisting with coordinating, planning and developing City-
wide sports and recreation activities for all ages. The employee supervises part-time and
seasonal employees, prepares program evaluation data and assists in the inspection of the
various parks, buildings, schools and other facilities at which programs are held. The employee
is responsible for carrying out all City policies and procedures pertaining to recreation
programs and for maintaining careful and accurate control of budgeted expenditures and
revenues in accordance with accepted City procedures. The programs and services for which
this employee is responsible are largely revenue supported. The position is directly supervised
by the Sports Programs Supervisor and is required to work as a team member with other
Recreation Division staff and staff from other divisions to ensure smooth coordination of
department services. The employee must exercise considerable independent judgment in
carrying out assignments. Considerable evening and weekend work is required.

EXPECTATIONS OF ALL CITY EMPLOYEES:

Learn and demonstrate an understanding of City, department, division and team goals.

Serve and meet the needs of customers during routine or emergency situations.

Ability and willingness to work as part of a team, to demonstrate team skills and to
perform a fair share of team responsibilities.

Ability to assess his/her work performance or the work performance of the team.
Plan and organize his/her work, time and resources, and If applicable that of subordinates.

Contribute to the development of others and/or the working unit or overall organization.

Produce desired work outcomes including quality, quantity and timeliness.

Communicate effectively with peers, supervisors, subordinates and people to whom
service is provided.

Understand and value differences in employees and value input from others.

Consistently report to work and work assignments prepared and on schedule.
Consistently display a positive behavior with regard to work, willingly accept constructive
criticism and be respectful of others.

EXAMPLES OF DUTIES:

Works with civic groups, parent/student groups and other cO8munity organizations in
determining recreational and athletic needs/desires, and implements programs and leagues which
satisfy those needs in a cost effective manner.

Coordinates the gathering and analysis of information related to recreational needs/desires
and relates this data to budget preparation and evaluation.

Works with the Superintendent of Recreation and the Sports Programs Supervisor and
other department staff to develop and implement new programs and systems for managing
leagues and programs.

Works with community and citizen interest groups, recreation councils,
etc., to determine the best utilization of City and school facilities.

Develops timely public service, promotional, and informative compositions
for the quarterly recreation brochure, city newsletter and other media.

Recruits, selects, trains and evaluates part-time staff, volunteer
coaches, officials and other staff.

Position Descriptions City of Rockville, Maryland
































































































































































































































































































































































































































































































































































































































