
CITY OF ROCKVILLE 
EMPLOYEE WELLNESS COORDINATOR 

 
CHARACTERISTICS OF CLASS: 
 
The Employee Wellness Coordinator performs intermediate professional and responsible 
administrative work in the design, implementation, execution, and evaluation of the 
Employee Wellness Program in order to accomplish the objectives of the Program:  these 
are:  to improve employee health, morale, and productivity while decreasing absenteeism 
and containing health care costs.  In addition to providing health promotion programs and 
activities, the Employee Wellness Coordinator administers and interprets health 
appraisals and provides health promotion counseling to employee.  Responsibilities 
involve working with the City Manager and other Senior Staff along with employees of 
all levels to develop a comprehensive worksite wellness program to satisfy 
management’s goals and to match the specific needs of Rockville employees.  The 
Employee Wellness Coordinator is accountable to the City Manager while working to 
accomplish agreed City objectives. 
 
EXPECTATIONS OF ALL CITY EMPLOYEES: 
 

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

Serve and meet the needs of customers. 
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 independently with policy guidance from the City Manager in coordinating 
wellness programs for all City employees. 
 Chairs the Employee Wellness Steering Committee which provides support for 
the various activities and events. 
 Serves as liaison with State, County and professional associations on wellness 
issues with which the City is concerned or involved. 
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EXAMPLES OF DUTIES Continued: 
 
 Represents the City before professional organizations, governments, and private 
organizations. 
 Hires and supervises contracted personnel who serve as guest speakers, workshop 
leaders, health counselors, and health care professionals (cholesterol, mammogram, body 
composition, fitness, etc. screeners). 
 Supervises and/or personally delivers the following program services:  
administers and interprets health risk appraisals; confidential health promotion 
counseling; coordinates health fairs; provides employee workshops on nutrition, stress 
management, weight control, smoking cessation, and other topics on current health 
issues; overseas blood pressure monitoring. 
 Procures materials and equipment necessary for implementing programs. 
 Publishes wellness information in employee newsletter and fliers. 
 Maintains library with resource materials on health issues. 
 Is available for interaction with all employees on a one-to-one basis on their 
health concerns. 
 Prepares and monitors the Wellness Program budget. 
 Provides timely and current wellness programs. 
 Provides current health promotion information to all employees. 
 Ensures that Program meets specific needs of employees. 
 Promotes and advertises programs. 
 
 Provides employee newsletter with articles on current health issues. 
 Evaluates programs. 
 Maintains working knowledge on current health issues. 
 Contracts with qualified health care professionals. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to a 
minimum of a Master’s Degree in Health Promotion or a related field with two years of 
experience in the wellness field. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Considerable knowledge of current health issues including nutrition, weight 
control, stress, cardiovascular disease, cancer, exercise, smoking cessation, and 
hypertension. 
 Considerable knowledge of health promotion counseling. 
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 Preferred Knowledge, Skills and Abilities: 
 
 Considerable knowledge of medical terminology as it pertains to health 
promotion. 
 Considerable knowledge of employee health needs and concerns. 
 Considerable knowledge of wellness resources in the community. 
 High skill in human relations. 
 Ability to plan, organize, and meet deadlines in the preparation of a variety of 
programs. 
 Ability to be creative and innovative to enhance program participation. 
 Ability to provide a comprehensive worksite wellness program for all employees. 
 Ability to establish an effective working relationship with department heads and 
employees. 
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CITY OF ROCKVILLE 
ENGINEERING TECHNICIAN III 

 
CHARACTERISTICS OF CLASS: 
 
 The Engineering Technician III performs intermediate technical work involving field and 
office engineering duties. The works may involve the inspection of Public Works construction as 
well as private construction affecting public facilities; or intermediate drafting of engineering 
drawings, along with limited engineering design work; or participation in field surveys or 
applying intermediate techniques in the area of traffic control. The work requires a reactive 
approach with moderate physical demands under somewhat disagreeable conditions. This 
operational work is directed with supervision received by a senior technician or staff engineer. 
The employee is assigned to either the Engineering, Traffic Engineering or Storm Water 
Management Division. 
 
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: 
 
 Conducts technical surveys and field investigations and prepare reports, 
recommendations and letters of reply. 
 Collects and assembles engineering and traffic field information, including survey data, 
reports of physical conditions, traffic volumes, water and sewage flows and accident reports. 
 Provides assistance to engineers and higher level technicians by making engineering 
computations and preparing technical support documents. 
 Provides care, inventory and minor service for surveying, measuring and recording 
devices as necessary; makes recommendations as to the purchase of supplies, major service, or 
replacement of equipment. 
 Inspects construction of streets, storm drains, utilities and traffic projects to determine 
conformity with plans and specification. Computes construction quantities and maintains 
inspection log. 
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 Receives telephone calls from citizens concerning engineering projects and traffic 
controls and records nature of the request on a standard form. 
 Compiles and retrieves street and traffic data using the City’s computer system as 
appropriate. 
 Directs, as necessary, the Engineering Technician II and other lower classified personnel. 
 May be required to accurately draw and/or prepare various construction plans, records, 
topographic maps, sketches and charts. 
 May review residential driveway plans and permits, make recommendations to 
homeowners and developers regarding driveway standards and design, maintains permit files and 
records for same. 
 May be recommend new signal timings, traffic regulations or other measures based on 
available field data and application of appropriate standard. 
 May be responsible for inventory of all traffic signal equipment, polices, street lights and 
related materials kept in storage by the City; works with City Stockroom personnel to properly 
arrange and store such equipment. 
 Performs related duties as assigned, including those of lower level Engineering 
Technicians as necessary. 
 
MINIMUM REQUIREMENTS: 
 
 Training and Experience: 
 
 Any combination of training and experience substantially equivalent to graduation from 
high school including or supplemented by course in algebra, plane geometry and trigonometry 
and a minimum of three years experience in work of a technical nature, including two years 
experience in the specific area (inspection, drafting, etc.) of assignment. College course work in 
engineering may be accepted in lieu of actual experience. Possession of an appropriate driver’s 
license valid in the State of Maryland. 
 
 Knowledge, Skills and Abilities: 
 
 Working knowledge of arithmetic, geometry, trigonometry and other mathematical skills 
related to the job responsibilities. 
 Ability to understand and competently operate technical equipment, and to understand 
and use technical instruction manuals. 
 Ability to accurately record details of a technical nature, such as engineering field data 
and traffic conditions. 
 Ability to understand and work from plans, specifications, oral and written instructions, 
field notes, maps and sketches. 
 Knowledge of microcomputers and use of computer software to compile, store and 
retrieve data, and to perform engineering computations. 
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 May be required working knowledge of the principles, practices and use of equipment in 
drafting, field surveying or traffic control. 
 Knowledge of laws, codes, regulations and standards related to the applicable area of 
assignment. 
 Ability to effectively communicate, both orally and in writing. 
 Ability to independently perform field investigations in all types of environmental 
conditions, including adverse field and weather conditions. 
 Must be able to safely and regularly carry and handle equipment weighing up to 30lbs. 
 
Revised 9/04 
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CITY OF ROCKVILLE 
ENGINEERING TECHNICIAN IV 

 
CHARACTERISTICS OF CLASS: 
 
The Engineering Technician IV performs difficult technical engineering work on Public Works 
projects, applying sub professional technical principal and practices to assignments in the area of 
specialization. The work may involve the inspection of Public Works construction as well as 
private construction affecting public facilities. The work may also involve the skilled drafting of 
engineering drawings, along with limited engineering design work. The work may also involve 
leading a field survey party or applying advanced techniques in the area of traffic control. The 
employee is assigned to either the Contract Management, Environmental or Transportation 
Division, also receiving direction from engineers, Contract Manager or higher level engineering 
technicians. 
 
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: 
 
 Inspects sanitary sewer, water, storm water, street, sediment control, traffic control and 
other construction to ensure that the work is completed according to plans, City ordinances, and 
applicable codes and specifications. Ensures that work is of acceptable quality, workmanship and 
materials. 
 Inspects street utility cuts for proper backfilling, compaction and repaving; inspects 
driveway construction; makes cost estimates for driveways and other routine projects where 
applicable. 
 Determines that proper permits and bonds have been obtained for private construction and 
ensures that work is properly performed before release. 
 Completes daily and weekly reports for each job inspected, compiles records of materials 
and monitors contract accounts for payments to contractors; makes final inspections. 
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 Investigates and resolves complaints by property owners relating to the construction of 
City projects or subdivisions. 
 May prepare a variety of engineering drawings, including the design of sewer, water, storm 
water management, street and traffic control projects, based upon survey notes, design standards, 
and instructions from engineers. Accurately locates utilities, property lines, and easements on 
plans. 
 Prepares base and informational maps. 
 Researches deeds, reconciles boundary conflicts, and prepares precise and complete 
property descriptions for use in Public Works projects. 
 For the general public, researches engineering information such as utility depth and 
location, property ownership, etc. 
 May process and investigate complaints regarding traffic control devices. 
 Computes signal timings, prepares layouts for traffic sign text and monitors City’s 
computerized traffic signal system. 
 Assists with sediment control and storm water management plan review and design. 
 Responsible for the inspection of construction on public facilities and private storm water 
management projects to ensure the quality, safety and completeness and timeliness of the work. 
 May be responsible for preparing engineering drawings in a timely and accurate manner 
and for making all necessary field measurements and calculations. 
 Responsible for determining reasonableness of contractor requests for changes of schedule 
and scope and for responding to citizen requests. 
 Performs related duties as assigned. 
 
MINIMUM REQUIREMENTS: 
 
 Training and Experience: 
 
 Any combination of training and experience substantially equivalent to graduation from 
high school and a minimum of five years technical engineering experience, including at least three 
years experience in the specific area (inspection, drafting, etc.) of assignment. College course 
work in engineering may be accepted in lieu of actual experience. Possession of an appropriate 
driver’s license valid in the State of Maryland. 
  
 Knowledge, Skills and Abilities: 
 
 Working knowledge of the methods, materials and techniques of Public Works 
construction, including safe work practices. 
 Working knowledge of quality control in construction, and of the effective corrective 
measure for defects and violations. 
 Working knowledge of typical contracts and specifications used in Public Works 
construction, including applicable City, State, Federal and WSSC specifications. 
 Ability to interpret construction plans and specifications and compare them with work in 
progress. 
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 Ability to deal firmly but tactfully with contractors, workers, property owners, and the 
general public contacted in the course of the work occasionally under contentious circumstances. 
 May require thorough knowledge of the methods, nomenclature and practice of 
engineering drafting, and skill in the use of drafting instruments. 
 Working knowledge of property records and plats. 
 Working knowledge of field surveying practices and requirements. 
 Knowledge of design standards for the construction of Public Works projects and of 
warrants for traffic controls. 
 Ability to make engineering computations rapidly and accurately. 
 Ability to understand and work from oral and written instructions, including the ability to 
reduce and interpret field survey notes. 
 Ability to establish and maintain effective working relationships with other employees, and 
those contacted during the course of work. 
 Ability to effectively communicate, both orally and in writing. 
 Knowledge of microcomputers and computer software to perform engineering 
computations and to retrieve and store data. 
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CITY OF ROCKVILLE 
ENGINEERING TECHNICIAN – V 

 
CHARACTERISTICS OF CLASS: 
 
The Engineering Technician-V performs difficult technical and responsible administrative 
engineering work on Public Works projects, applying advanced paraprofessional principles and  
practices to assignments in the area of specialization. The work may involve the inspection of 
Public Works construction as well as private construction affecting public facilities. The work 
may also involve the skilled drafting of engineering drawings, along with survey party or 
applying advanced techniques in the area of traffic control. The employee is assigned to either 
the Engineering or Traffic Engineering Division, also receiving direction from Engineers or the 
Senior Engineering Technician. 
 
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. 
 
TYPICAL TASKS: (EXAMPLES ONLY) 
 
 Inspects sanitary sewer, water, storm water, street, sediment control, traffic control and 
other construction to ensure that the work is completed according to plans, City ordinances, and 
applicable codes and specifications. 
 Inspects street utility cuts for proper backfilling, compaction and repaving; inspects 
driveway construction; makes cost estimates for driveways and other routine projects where 
applicable. 
 Completes daily and weekly reports for each job inspected, compiles records of materials 
and monitors contract accounts for payments to contractors; make final inspections. 
 Collects or supervises collection of material field samples and soil borings, and performs 
standardized tests thereon. Analyzes test results and makes recommendations. Supervises 
subsurface drilling operations. 
 Investigates and resolves complaints by property owners relating to the construction of 
City projects or subdivisions. 
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Supervises a field survey party engaged in establishing or reestablishing land boundaries, and in 
topographic, engineering and construction surveys. 
 Prepares a variety of complex engineering drawings for sewer, water and storm water 
management, street and traffic control projects, based upon survey notes, design standards, and 
instructions from Engineers. May design less complex engineering project components. Prepare 
base and informational maps.  
 Researches deeds, reconciles boundary conflicts, and prepares precise and complete 
property descriptions for use in Public Works projects. 
 For the general public, researches engineering information such as utility depth and 
location, property ownership, etc. 
 May process and investigate complaints regarding traffic control devices. 
 Processes and investigates complaints regarding traffic control devices. 
 Computes signal timings, prepare layouts for traffic sigh text and monitors City’s 
computerized traffic signal system. 
 Performs related duties as assigned including those of lower level Engineering 
Technicians as necessary. 
 
RESPONSIBILITIES: 
 
 Responsible for the inspection of construction on public facilities to ensure the quality, 
safety and completeness and timeliness of the work. 
 Responsible for preparing engineering drawings and designs in a timely and accurate 
manner and for making all necessary field measurements and calculations. 
 Responsible for timely and accurate engineering surveys. 
 Responsible for the trouble-shooting of in-field problems on construction projects. 
 
DESIRABLE KNOWLEDGE, SKILLS AND ABILITIES: 
 
 Thorough knowledge of the methods, materials and techniques of Public Works 
construction, including safe and work zone traffic control. 
 Thorough knowledge of Public Works construction design standard, quality control in 
construction, and of effective corrective measure for defects and violations. 
 Working knowledge of typical construction contracts and specifications, including 
applicable City, State, Federal and WSSC specifications. 
 Ability to interpret construction plans and specifications and compare them with work in 
progress. 
 Ability to deal firmly but tactfully with contractors, workmen, property owners, and the 
general public contacted in the course of the work occasionally under contentious circumstances. 
 Thorough knowledge of the methods, nomenclature and practice of engineering drafting,  
and skill in the use of drafting instruments. 
 Thorough knowledge of property record and plats. 
 Thorough knowledge of field surveying practice and requirements. 
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 May require working knowledge of traffic signal and lighting operations, traffic sign and 
marking design, and of warrants for traffic control. 
 Ability to make engineering computations rapidly and accurately. 
 Ability to understand and work from oral and written instructions, including the ability to 
reduce and interpret field survey notes. 
 Ability to establish and maintain effective working relationships with other employees, 
and those contacted during the course of work. 
 Ability to effectively communicate, both orally and in writing. 
 Knowledge of microcomputers and computer software to perform engineering 
computations and to retrieve and store data. 
 
QUALIFICATIONS: 
 
 Any combination of training and experience substantially equivalent to graduation from 
High School and at least five years experience in the specific area (inspection, drafting, etc.) of 
assignment. College course work in engineering may be accepted in lieu of actual experience. 
Possession of an appropriate driver’s license valid in the State of Maryland. 
 
Revised:9/04 
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CITY OF ROCKVILLE 
ENVIRONMENTAL SPECIALIST 

 
CHARACTERISTICS OF CLASS: 
 
The Environmental Specialist performs difficult professional and administrative work 
ensuring strict protection of sensitive environmental resources and developing and 
evaluating Citywide environmental policies and programs.  The work requires a proactive 
approach with other City departments and an array of customers to carry out 
organizational programs, and explain specialized matters requiring cooperation, 
explanation and persuasion.  Work is subject to general policy direction, practices and 
procedures covered by precedents and general supervisory review by the Director of 
Community Planning and Development Services.  The physical demands are light and 
there are somewhat stressful working conditions.  
 
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: 
 
 Researches and analyzes environmental information to prepare environmental 
assessments for rezoning, special exception, variance and other applications for land 
redevelopment in Rockville.  Assessment includes an evaluation of the potential impacts 
of the proposed land use on water quality, soils, forests, topography and ecological 
resources. 
 Conducts site investigations to identify existing conditions, observes habitat 
quality, and determines environmental impacts of specific proposals. 
 Evaluates development proposals and proposed Master Plan or Watershed 
Management Plan amendments for conformance with established environmental goals 
and policies.  Proposes mitigation measures to reduce identified environmental impacts.  
Negotiates with applicants and their agents. 
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 Initiates and develops methods and techniques for proposed development plan 
evaluation and review of environmental and political impacts. 
 Writes environmental assessment staff reports, issues papers, memoranda, special 
studies, press releases, and other forms of quantitative assessments in response to 
proposed land development applications or other assignments, and in relation to other 
duties.  Develops surveys, forms, guides, or brochures for public use or public 
information. 
 Attends meetings of citizen groups or associations, Planning Commission, Board 
of Appeals, and Mayor and Council to make presentations of data, issues, findings and 
recommendations; answers questions; and defends their environmental assessment and 
recommendations.  Explains environmental impacts and policy implications of proposed 
development. 
 Maintains current knowledge of Rockville, Montgomery County, Maryland and 
Federal environmental ordinances, regulations, policies and goals including air quality 
issues.  Maintains appropriate work relationships with local and state officials, technical 
representatives and agencies involved in and concerned with environmental resource 
protection. Coordinates NPDES implementation with Montgomery County and 
Maryland Department of the Environment. 
 Maintains an assignment tracking system to monitor projects and manages time.  
Maintains a familiarity with the location and content of environmental data used for 
assessment and report writing. 
 Develops and disseminates informational brochures, slide shows, videos and 
materials which explain Rockville watershed management issues, watershed protection 
and restoration programs, and related stream stewardship responsibilities of citizens, 
homeowner associations, environmental groups and the business community. 
 Seeks public input and enlists volunteer support to Rockville water resources 
management programs.  Organizes presentations, displays, and volunteer activities for 
various public events such as Rockville Science Fair, Hometown Holidays, Octoberfest.  
Assists in preparing and updating DPW’s WEB page and summaries of Rockville water 
quality protection activities. 
 Prepares grant applications, requests for proposals and contracts to develop 
citizen surveys, environmental protection brochures, and other educational tools which 
promote public understanding and participation in water pollution control and watershed 
management programs.  Carries out related grant and contract administration duties. 
 Conducts stream monitoring.  Develops appropriate watershed-based stream 
monitoring program to assess the current condition and measures 
improvements/degradation of Rockville streams. 
 Coordinates volunteer monitoring activities with the watershed-based monitoring 
and education program. 
 Promotes recycling and other environmental initiatives through public awareness 
and education. 
  
 
  

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE 
ENVIRONMENTAL SPECIALIST 
PAGE THREE 
 
 Acts as staff representative for environmnetal issues to various organizations; 
liaison to the Science, Technology and Environment Commission (STEC);  liaison to the 
Environmental Action Team from Imagine Rockville; and acts as contact for MWCOG 
for air quality issues. 
 
MINIMUM REQUIREMENTS: 
 
 Training and Experience: 
 
 Any combination of training and experience substantially equivalent to a 
Bachelor’s degree from an accredited university or college with major course work in 
environmental or natural sciences or closely related area and four years of  progressively 
more responsible experience in environmental science, natural resource management, 
environmental or natural sciences or closely related field.  Possession of an appropriate 
driver’s license valid in the State of Maryland. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Thorough knowledge of the principles and practices of hydrology, agronomy, 
aquatic ecology, wetlands, soils, geomorphology, land use planning and environmental 
sciences as applied to the water resources management field. 
 Thorough knowledge of the principles and practices of environmental resource 
planning and management, including natural resources, biological or ecological 
principles and practices. 
 Computer knowledge: word processing, database management, electronic 
spreadsheet. 
 Knowledge and experience in directly identifying, involving and supervising 
citizens in organized watershed stewardship activities. 
 Comprehensive knowledge of stream monitoring and stream restoration.   
 Comprehensive knowledge of stream hydrology, water chemistry, biological 
monitoring and habitat assessment techniques to evaluate water quality conditions and 
Rockville streams. 
 Strong written and oral communication skills including public speaking. 
 Strong organizational skills. 
 Ability to perform technical research work and to give reliable advice on difficult 
planning projects. 
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CITY OF ROCKVILLE 
ENVIRONMENTAL TECHNICIAN  

 
 
CHARACTERISTICS OF CLASS: 
 

The Environmental Technician  performs intermediate technical and administrative work 
ensuring compliance with City-wide ordinances, programs and policies, as well as City 
compliance with applicable federal and state environmental laws, rules and permits related to 
environmental issues throughout the City. This work can be somewhat stressful and the physical 
demands are moderate. The work requires considerable technical understanding, tact, discretion 
and persuasion supplying and seeking information on specialized matters.  Work is operational in 
nature and is subject to technical or programmatic guidance from the Chief of Environmental 
Management.   
 
 
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: 
 

Serves as the Division lead for stormwater and spill responses 
Investigates illicit discharges into City waterways, storm drains and sanitary sewers.  
Responds to spill incidents and takes such initial clean up or mitigation measures as may 

be safe and appropriate to the incident.  
Works with citizens and businesses to implement and enforce the City’s water quality 

protection ordinance, including management practices to prevent discharges of fats 
oils and grease and other pollutants.  

Works with citizens and businesses to reduce nutrient discharges.  
Manages contractors, deliverables and budgets for assigned projects.   
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Actively participates in strategic planning for the Environmental Management Division.     
Continuously improves customer relations with citizens and the Rockville business 

community.  
Designs and conducts public outreach and education initiatives to targeted or city-wide 

audiences.   
Collaborates with other departments and divisions where interests and jurisdictional lines 

overlap. 
Assists in the preparation of grant applications and prepares requests for proposals 

(RFPs), reviews responsive contract proposal submissions, and oversees contract 
work.    

Prepares periodic reports of activities and expenditures. 
Perform other duties as assigned. 

 
MINIMUM REQUIREMENTS: 
 
Training and Experience: 
 
 Any combination of training and experience substantially equivalent to an Associate’s 
degree from an accredited college or university with major course work in regulatory compliance, 
environment science, environmental studies, environmental engineering, natural resource 
management or related area, and at least two years of responsible, professional experience 
working in similar programs.  Possession of an appropriate driver’s license valid in the State of 
Maryland. 
 
Preferred Knowledge, Skills and Abilities: 
 

Working knowledge of the Federal Clean Water Act, Maryland state water quality 
laws, Montgomery County water quality laws, and the rules and policies thereunder. 
 Knowledge of and ability to use administrative and penalty enforcement tools and 
approaches. 

Strong written and verbal communication skills, including skill in public speaking.   
 Strong collaboration and team skills.  
 Strategic thinking and project planning skills.  
 Ability to assess personal job performance and that of an assigned team. 

Ability to assess and investigate regulatory compliance issues.  
Experience with spill response techniques;  
 
Created:  06/07 
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CITY OF ROCKVILLE 
EVENTS SPECIALIST 

 
 
CHARACTERISTICS OF CLASS: 
 
The Events Specialist performs intermediate paraprofessional and responsible 
administrative work coordinating, planning and developing City and community events. 
The incumbent utilizes a proactive approach interacting effectively with the public, staff 
members, vendors and artists.  The physical demands are light and the working 
conditions are good.  The work is directed by the Special Events Coordinator and uses 
standardized administrative practices.  The incumbent participates with other staff in 
program development, service delivery and supervision of temporary 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: 
  
 Identifies, hires, coordinates and contracts performing artists for stage and roving 
entertainment for various City events. 
 Ensures there is effective communication between artists, vendors and staff before 
and during events. 
 Assists in the coordination of logistics for various City events including 
scheduling, staffing, and determining set-up needs. 
 Hires and schedules temporary employees to work City special events. 
 Coordinates and administers community events at local P.T.A's, schools and civic 
associations.  
CITY OF ROCKVILLE 
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 Receives community events applications and completes work orders for 
equipment and supplies.  
 Attends community events and acts as City liaison and supervises the set up and 
break down of event equipment. 
 Assists with promotional activities and ensuring publicity and coverage of events. 
 Acts as a liaison between the City and Town Center residents and businesses 
when coordinating events. 
 Handles special projects as assigned. 
 Performs other duties as required. 
 
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  
administration or related field and some experience in contracting and coordinating 
entertainment for both small and large events. Must have appropriate driver’s license 
valid in the State of Maryland. 
  

Preferred Knowledge, Skills and Abilities: 
  
 Knowledge of proper rules and procedures to be followed when contracting 
entertainment. 
 Knowledge in aspects of event promotion such as marketing and advertising. 
 Excellent skill in organization and record keeping. 
 Ability to direct the activities of regular and temporary staff before, during and 
after an event. 
 Ability to represent the City of Rockville in a professional manner. 
 Ability to communicate effectively with the public, entertainers, vendors and staff 
members. 
 Ability to communicate effectively both in writing and orally. 
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CITY OF ROCKVILLE 

FACILITIES ENGINEER 
 
CHARACTERISTICS OF CLASS: 
 
The Facilities Engineer performs difficult technical work in the maintenance and repair of all building and 
support equipment for the operation of City buildings, recreation centers, and parks facilities.  Work 
involves repair and preventive maintenance of heating, ventilation, air conditioning (HVAC), 
refrigeration, minor electrical, plumbing, irrigation, and other assorted mechanical and minor electrical 
equipment.  The person in this position is afforded a certain degree of independence and discretion with 
work being reviewed by the Facilities Maintenance 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: 
 
  Performs preventive maintenance, repair, and minor overhaul work on HVAC, refrigeration, 
minor electrical, plumbing, and irrigation systems at all City locations. 
  Installs minor electrical, plumbing, HVAC, and refrigeration equipment at City buildings, 
facilities and parks. 
  Prepares HVAC, refrigeration, irrigation, and plumbing systems for winter and summer 
operations in City buildings and parks. 
  Coordinates contracts on repair work in respective areas at City facilities. 
  Conducts tests and inspections of mechanical equipment. 
  Stands on call for emergency situations and repair work during normal work hours, evenings, 
weekends, and holidays. 
  Keeps records of supplies and materials used, makes purchases, meets with supervisor to discuss 
projects.  Writes periodic reports. 
  Provides supply and time expenditures on all work orders. 
  Maintains inventory of supplies. 
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  Acts as facility maintenance supervisor in absence of the supervisor. 
  Performs related work as required. 
  Responsible for preventive and corrective maintenance requirements on HVAC, plumbing, 
refrigeration, minor electrical, and irrigation systems in City buildings and facilities. 
  Works with contractors on some repair work. 
  Responsible for maintaining parts and tool inventory for routine and emergency repairs to a 
variety of equipment. 
  Responsible for working with other supervisors in handling emergency and routine repairs. 
 
QUALIFICATIONS: 
 
  Required Training and Experience: 
 
  Any combination of training and experience substantially equivalent to graduation from high 
school and three years of general building and equipment maintenance experience, two years of which 
must have been in a responsible leadership role in the building maintenance services.  Must have or be 
able to obtain an approved basic HVAC and plumbing maintenance certificates within one year of 
employment.  Possession of an appropriate drivers license valid in the State of Maryland. 
 
  Preferred Knowledge, Skills and Abilities: 
 
  Considerable knowledge of standard practices and tools of HVAC, refrigeration, minor 
electrical, plumbing and irrigation trades. 
  Considerable knowledge of the operating principles of HVAC, controls, air handlers, minor 
electrical, plumbing, and irrigation equipment and related mechanical equipment. 
  Knowledge to adapt available tools and parts to specific repair problems and return needed 
equipment to service as rapidly as possible. 
  Ability to work well under pressure, handle emergency situations and provide courteous service. 
  Ability to record repair and service operation of equipment on a routine basis. 
  Ability to diagnose, trouble-shoot, and locate defects in a wide variety of equipment. 
  Ability to read and interpret blueprints, technical reports, manuals, correspondence, and reports. 
  Ability to organize work efficiently. 
  Ability to apply technical principles to solve practical problems in a timely manner.   
  Ability to interpret wiring and mechanical diagrams and to see different colors. 
  Ability to perform basic masonry skills. 
  Ability to maintain a safe work site and observe all safety practices. 
  Ability to work well with all levels of management. 
 
 EOE 
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CITY OF ROCKVILLE 
FACILITY MAINTENANCE TRADES WORKER 

 
CHARACTERISTICS OF CLASS: 
 
The Facility Maintenance Trades Worker position involves skilled work in such trades as carpentry and 
painting, and semi-skilled work in lock installation and maintenance, plumbing, electrical, mechanical, HVAC, 
sheet metal, welding, masonry and other work related to maintaining municipal facilities, buildings, and 
properties. The work has considerable physical demands and the working conditions can be somewhat 
disagreeable.  The work is reviewed upon completion for adherence to prescribed standards and procedures by 
the Crew 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: 
 
 Performs a variety of tasks as necessary including, but not limited to the following: 
 Lays out plans, sets up equipment and calculates dimensions for building projects. 
 Supervises and participates in: using and maintaining a variety of manual and power carpentry, painting, 
etc. tools; building and repairing cabinets, desks, shelving, counters, walls, doors, boxes, bins, racks, bulletin 
boards, desks, tables, picnic tables, benches, stairs, railings, floor joists, wall frames, rafters, floors, windows, 
bleachers, ramps, decks, stages, playground equipment, foot bridges, fences, forms etc. 
 Manufactures, fabricates, assembles, repairs and erects wood signs in accordance with Federal, State and 
local laws. 
 Prepares surfaces for painting by washing, sanding, scraping, and using chemical paint removers. 
 Works from ladders, scaffolds, platforms, tanks and pits. 
 Hangs wallpaper; installs paneling, tiles and ceilings.  Mixes and matches paints.  Applies paints, stains, 
varnishes etc. by brush, roller or spray gun to interior and exterior surfaces and trim work.   
 Performs glazing; measures and cuts glass; replaces glass in windows and doors; applies putty and 
caulking to seal cracks.  Tests surfaces for content or presence of lead.  Recommends methods of lead 
abatement. 
 Installs and maintains, adjusts and repairs locks and door and window hardware. 
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 Makes temporary or emergency plumbing repairs and installs plumbing fixtures. 
 Performs basic electrical tasks, installs switches, receptacles, fuses, ballast, lighting fixtures etc. 
 Maintains and adjusts electical motors, pumps and other mechanical and electrical equipment. 
 Performs metal work in areas such as welding, assembly, burning and cutting.  Fabricates and installs 
sheet metal machine guards, ducts, pipes, tanks, sinks, hoods, and similar items.  Makes, installs, and repairs all 
inside and outside sheetmetal such as flashing, gutters, downspouts, clips, hangers, supports and covers. 
 Operates power saws to cut bricks and cements block to size as needed.  
 Operates mixer to make concrete and cement and performs masonry work. 
 Sets and checks grades and line of walls, basins, and other structures; repairs masonry. 
 Makes minor repairs to HVAC systems. 
 May act as Crew Supervisor in his/her absence. 
 Performs all duties in a safe and healthful manner. 
 Takes action on work orders, requisitions, memos and letters. 
 Prepares incident reports as necessary. 
 Explains City policy, rules and procedures to citizens. 
 Performs other duties as may be required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to a minimum of completion of 
high school and considerable experience in work which provides a familiarity with the related duties specific to 
the type of job to be performed.  Possession of, or ability to obtain, motor vehicle class CDL operator’s license 
as issued by the Maryland Department of Motor Vehicles (or applicant’s state of residence) within 30 days of 
employment. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Considerable knowledge of the repair and operation of electrical, mechanical, and light and heavy 
maintenance equipment. 
 Knowledge of the safety practices inherent in the operation of electrical, mechanical, and light and 
heavy maintenance equipment. 
 Working knowledge of the methods, materials, tools and practices used in building, mechanical and 
electrical trades. 
 Knowledge of general plumbing and sanitation practices. 
 Ability to establish and maintain effective working relationships with co-workers and the general public. 
 Ability to understand and follow oral and written instructions from work orders, sketches, drawings and 
blueprints. 
 Ability to diagnose defects and determine materials and labor needed for repair jobs. 
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 Ability to deal courteously, tactfully and calmly with individuals making a wide variety of requests and 
inquiries often being of emergency nature, and to distinguish and prioritize between true emergencies and 
routine service requests. 
 Ability to perform work in a safe and healthful manner. 
 Sufficent physical strength and ability to do strenuous and heavy manual work for long periods of time 
and to work safely while exposed to dust, blowing sand, noise, heat, cold and chemical/exhaust fumes. 
 
Revised: 9/04 
 
 
 
 
 
 
 

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE 
FACILITY MAINTENANCE TRADES WORKER 

 
CHARACTERISTICS OF CLASS: 
 
The Facility Maintenance Trades Worker position involves skilled work in such trades as carpentry and 
painting, and semi-skilled work in lock installation and maintenance, plumbing, electrical, mechanical, HVAC, 
sheet metal, welding, masonry and other work related to maintaining municipal facilities, buildings, and 
properties. The work has considerable physical demands and the working conditions can be somewhat 
disagreeable.  The work is reviewed upon completion for adherence to prescribed standards and procedures by 
the Crew 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: 
 
 Performs a variety of tasks as necessary including, but not limited to the following: 
 Lays out plans, sets up equipment and calculates dimensions for building projects. 
 Supervises and participates in: using and maintaining a variety of manual and power carpentry, painting, 
etc. tools; building and repairing cabinets, desks, shelving, counters, walls, doors, boxes, bins, racks, bulletin 
boards, desks, tables, picnic tables, benches, stairs, railings, floor joists, wall frames, rafters, floors, windows, 
bleachers, ramps, decks, stages, playground equipment, foot bridges, fences, forms etc. 
 Manufactures, fabricates, assembles, repairs and erects wood signs in accordance with Federal, State and 
local laws. 
 Prepares surfaces for painting by washing, sanding, scraping, and using chemical paint removers. 
 Works from ladders, scaffolds, platforms, tanks and pits. 
 Hangs wallpaper; installs paneling, tiles and ceilings.  Mixes and matches paints.  Applies paints, stains, 
varnishes etc. by brush, roller or spray gun to interior and exterior surfaces and trim work.   
 Performs glazing; measures and cuts glass; replaces glass in windows and doors; applies putty and 
caulking to seal cracks.  Tests surfaces for content or presence of lead.  Recommends methods of lead 
abatement. 
 Installs and maintains, adjusts and repairs locks and door and window hardware. 
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 Makes temporary or emergency plumbing repairs and installs plumbing fixtures. 
 Performs basic electrical tasks, installs switches, receptacles, fuses, ballast, lighting fixtures etc. 
 Maintains and adjusts electical motors, pumps and other mechanical and electrical equipment. 
 Performs metal work in areas such as welding, assembly, burning and cutting.  Fabricates and installs 
sheet metal machine guards, ducts, pipes, tanks, sinks, hoods, and similar items.  Makes, installs, and repairs all 
inside and outside sheetmetal such as flashing, gutters, downspouts, clips, hangers, supports and covers. 
 Operates power saws to cut bricks and cements block to size as needed.  
 Operates mixer to make concrete and cement and performs masonry work. 
 Sets and checks grades and line of walls, basins, and other structures; repairs masonry. 
 Makes minor repairs to HVAC systems. 
 May act as Crew Supervisor in his/her absence. 
 Performs all duties in a safe and healthful manner. 
 Takes action on work orders, requisitions, memos and letters. 
 Prepares incident reports as necessary. 
 Explains City policy, rules and procedures to citizens. 
 Performs other duties as may be required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to a minimum of completion of 
high school and considerable experience in work which provides a familiarity with the related duties specific to 
the type of job to be performed.  Possession of, or ability to obtain, motor vehicle class CDL operator’s license 
as issued by the Maryland Department of Motor Vehicles (or applicant’s state of residence) within 30 days of 
employment. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Considerable knowledge of the repair and operation of electrical, mechanical, and light and heavy 
maintenance equipment. 
 Knowledge of the safety practices inherent in the operation of electrical, mechanical, and light and 
heavy maintenance equipment. 
 Working knowledge of the methods, materials, tools and practices used in building, mechanical and 
electrical trades. 
 Knowledge of general plumbing and sanitation practices. 
 Ability to establish and maintain effective working relationships with co-workers and the general public. 
 Ability to understand and follow oral and written instructions from work orders, sketches, drawings and 
blueprints. 
 Ability to diagnose defects and determine materials and labor needed for repair jobs. 
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 Ability to deal courteously, tactfully and calmly with individuals making a wide variety of requests and 
inquiries often being of emergency nature, and to distinguish and prioritize between true emergencies and 
routine service requests. 
 Ability to perform work in a safe and healthful manner. 
 Sufficent physical strength and ability to do strenuous and heavy manual work for long periods of time 
and to work safely while exposed to dust, blowing sand, noise, heat, cold and chemical/exhaust fumes. 
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CHARACTERISTICS OF CLASS: 
 
The Facilities Property Manager performs difficult professional and administrative work 
to ensure that staff and contractors provide high-quality services in carrying out all 
phases of the City’s facilities maintenance programs and projects.  The incumbent must 
use a proactive approach to accomplish the division’s goals.  The physical demands are 
moderate and the work can be stressful due to the workload, which includes dealing with 
multiple projects concurrently.  The work is subject to functional policies and goals under 
general managerial direction from the Superintendent of Parks & Maintenance.  The 
incumbent is responsible for 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. 
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: 
 
 Schedules, organizes, plans and supervises the work of building, custodial and 
engineering personnel, in the performance of corrective and preventive maintenance of 
City buildings, recreation centers, and facilities. 
 Assists in capital improvement projects in facilities maintenance and management 
including roof replacement, ADA compliance etc. 
 Handles emergency situations during work days, evenings, weekends, and 
holidays on City facilities, support equipment, and HVAC equipment and generators. 
 Inspects all contract projects and approves payments on projects. 
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EXAMPLES OF DUTIES Continued: 
 
 Sets up and maintains preventive maintenance programs on all equipment and 
buildings. 
 Works with all levels of management to ensure all work in facilities maintenance 
is completed in a timely manner. 
 Develops policies and procedures in areas of corrective maintenance of facilities 
management. 
 Plans projects, processes work orders, reviews plans, blueprints, and technical 
manuals.  Meets with managers to discuss projects. 
 Writes work orders for facilities staff for corrective and preventive maintenance 
on buildings and support equipment. 
 Manages facilities’ budgets, and controls expenditures. 
 Interviews, selects and trains maintenance technicians. 
 Initiates disciplinary action, approves time cards, time sheets, and all types of 
leave.  Purchases tools and equipment and keeps record of tools, equipment and supplies 
used.  Writes a variety of detailed and complex reports. 
 Directs snow removal crew, responds to emergencies on buildings and equipment, 
and supports special events and projects on evenings, weekends, and holidays. 
 Meets with professional consultants to discuss projects. 
 Provides leadership as acting superintendent during the absence of superintendent 
on occasion. 
 Plans and coordinates major projects, reviews plans and specifications and 
determines scope and requirements. 
 Participates as a member of Parks Management Team in Parks Division in 
planning and decision making and problem solving for all issues of the division. 
 Prepares technical writing and specifications on medium and large size overhauls 
renovations, and replacement on City facilities.  Inspects contract projects to ensure all 
specifications, codes, and terms of contract are fulfilled.  Researches projects of complex 
nature for CIP and budget preparation.  Directs staff and contracts services on solving a 
variety of complex and detailed emergency situations on all support equipment. 
 Provides guidance and leadership on complex problems with facilities 
maintenance staff and other levels of management.  Continues technical training in 
seminars to keep up-to-date on all state-of-the-art techniques and equipment in HVAC, 
refrigeration, electric controls, plumbing and building structures and related maintenance.  
Repairs and maintains complex security systems and locking mechanism. 
 Continues to train staff on cost-saving procedures and to keep up-to-date on new 
ideas and concepts of trades and crafts on new procedures and products.  Applies 
principles to solve problems, reading technical reports, correspondence, blueprints, 
wiring and mechanical diagrams, drawings, and manuals on equipment. 
 Maintains safety regulations with all areas of responsibility and work forces.  
Ensures energy conservation is studied and is performed in each facility.  Manages and  
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EXAMPLES OF DUTIES Continued: 
 
maintains all security systems and locks for City facilities and shelters.  Responsible for 
maintaining an environmentally safe air quality (thermal comfort) of all facilities. 
 Directs facilities maintenance staff in support of parks maintenance special events 
by senior staff, recreation division, and City-sponsored activities and functions. 
 Performs related work as required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to an AA 
degree in Facilities Maintenance, HVAC or related field and five years of progressively 
responsible experience in skilled trades of HVAC, plumbing, refrigeration, mechanical 
controls, electric controls, building maintenance, and carpentry including two years of 
supervisory experience.  Possession of an appropriate driver’s license valid in the State of 
Maryland.  County-State Electrical/Plumbing license preferred. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Comprehensive knowledge of operational, maintenance, repair and construction 
to facilities and support equipment and ability to take proper precautionary and remedial 
measures for public and employee safety. 
 Comprehensive knowledge of building and equipment maintenance, construction 
and overhaul of a variety of complex buildings and HVAC equipment. 
 Ability to plan, organize and direct the work schedules of facility maintenance 
staff and contract services. 
 Ability to establish and maintain effective working relations with subordinates, 
other departments and employees, contractors and senior management. 
 Ability to maintain safety regulations with all working forces. 
 Ability to solve difficult problems, read technical reports, correspondence, 
blueprints, wiring diagrams, and organize work efficiently. 
 Ability to make decisions using practices and precedents, and using 
resourcefulness in problem solving. 
 Ability to read and write technical reports in a variety of complex technical 
reports. 
 Ability to evaluate work objectives and use sound judgment in establishment of 
work productivity and activity. 
 Ability to write difficult technical specifications on overhauls, replacement and 
redesign of facilities and support equipment. 
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CITY OF ROCKVILLE 

FACILITY AND SUPPORT SPECIALIST 
 

CHARACTERISTICS OF CLASS: 
 
The Facility and Support Specialist performs intermediate administrative support work 
coordinating after-business hours’ use of the City Hall facility and performs a variety of other 
support service duties as may be required.  The work requires a reactive approach having regular 
contacts with various City employees, officials, departments, outside agencies, groups, boards, 
commissions, the general public, etc. seeking and supplying information relative to facility use. 
The position requires light physical work under good working conditions, with little stress.  The 
incumbent’s work is subject to general instructions and general supervisory review.  The work is 
operational effecting individuals and groups. 
 
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: 
 
 Manages and coordinates after-business hours’ use of the City Hall facility.   

Opens and closes the facility and activates alarms as appropriate to accommodate a 
variety of activities including, but not limited to meetings, hearings, worksessions, registrations, 
social events, etc. 
 Through adequate preparation and management, ensures proper coordination and 
scheduling of people, meeting rooms, equipment, supplies, food service, etc. for after-business 
hour activities. 
 Performs reception duties, including greeting the public, and assists and directs them to 
appropriate meeting rooms.  Monitors user groups and individuals and provides equipment, 
supplies and/or services to meet their needs.  Sorts internal and external mail.  Answers the 
phone and directs callers to the proper departments.  Assists in a variety of support duties, 
including collating, sorting, copying and distributing materials and equipment. 
Ensures safe conditions at the facility.  Locks doors and secures the facility at the conclusion of 
all business. 
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 After most everyone has left the facility alerts those that remain as to who may be in the 
building. 
 Monitors the parking lot, after dark, to ensure that people feel comfortable entering and 
exiting the building. 
 Escorts personnel and meeting attendees to their vehicles after dark, as necessary. 
 Maintains proper records and reports relative to facility use, personal equipment, 
incidents, etc., as required. 
 Notes areas of the facility that may need special cleaning and/or maintenance and notifies 
the appropriate personnel. 
 Clips and files news articles from newspapers and publications on matters that involve 
the City of Rockville, the Mayor, Council and staff as well as articles that pertain to topics under 
discussion or consideration. 
 Assists staff to disseminate material and/or equipment to volunteers and others whose 
schedules only permit them to come to the facility after normal work hours. 
 Receives payments for utilities bills and recreation programs and processes them 
accordingly. 
 Performs a variety of other duties as required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience equivalent to graduation from high school 
and from one to two years experience working with the general public including the ability to 
communicate effectively and interface with appropriate staff.  Experience as a receptionist and/or 
in facility coordination is preferred.  Must possess a Class C Driver’s License valid in the State 
of Maryland. 
 
 Desired Knowledge, Skills and Abilities: 
 
 Knowledge of the functions and activities of the City. 
 Knowledge of acceptable reception, coordination and support services practices. 
 Skill in dealing with scheduling difficulties. 
 Skill in coordinating multiple needs unique to varied types of meetings. 
 Ability to work with diverse groups and individuals. 
 Ability to handle several things at once and prioritize work and needs accordingly. 
 Ability to work a diverse schedule as may be needed. 
 Ability to quickly adapt to changes in the work and successfully handle assignments. 
 
Work hours are usually weekday evenings Monday through Thursday from 4:30 p.m. until 
needed for closing and securing City Hall.  Some weekend and holiday hours and other hours 
may also be required. 
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 CITY OF ROCKVILLE 
 FAMILY SERVICES AIDE 
 
CHARACTERISTICS OF CLASS: 
 
The Family Services Aide performs intermediate human services support and administrative 
tasks in support of various programs within the division/department with moderate 
consequences.  The work requires a reactive approach supplying direct serves and seeking 
information on specialized matters related to clients, residents and the division/department.  The 
work has moderate physical demands and the working conditions can be somewhat disagreeable 
due to stress involved in the nature of the services provided.  The incumbent's work is subject to 
general instructions and established routines with supervision of progress and results.  
 
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 
 
 Serves as information source providing answers about division/department services to 
citizens, clients or families by telephone and in person. 
 Serves as aide to professional staff.  
 Finds and facilitates resources to assist families. 
 Provides information for food, clothing and housing referrals. 
 Assists with applications for health insurance. 
 Assists with programs such as after school, evening and summer programs as well as 
holiday gift giving program. 
 Provides coordination of childcare while family members work with other staff. 
 Provides translation and interpretation if required. 
 May provide transportation, bus tokens, cab vouchers and emergency food service. 
 Assists in the coordination of appointments.  
 Assists in the completion of forms and applications for services/benefits. 
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 Assists with publicizing events and workshops. 
 Attends required training and retreats.  
 Performs all tasks in a safe manner. 
 Provides office support as necessary. 
 Ensures confidentiality of records and correspondence. 
 Performs other duties and tasks as required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience equivalent to graduation from high school 
and some experience in a social services setting.  Must have a driver’s license valid in the State 
of Maryland. Bilingual skills preferred. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Knowledge of vocabulary, writing, spelling and communication skills. 
 Knowledge of departmental and county programs, services and procedures.   
 Basic skill in secretarial duties including word processing and data processing equipment 
may be required. 
 Ability to follow both written and verbal instructions. 
 Ability to deal with the public and other employees courteously and tactfully and to 
convey concise and accurate explanations of programs, policies, procedures and requirements. 
 Ability to carry out continuing assignments requiring organizational skills. 
 Ability to establish and maintain effective working relationships with other employees, 
department heads, and the general public. 
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CITY OF ROCKVILLE 
FINANCIAL ACCOUNTING MANAGER 

 
CHARACTERISTICS OF CLASS: 
 
The Financial Accounting Manager performs complex professional and difficult 
administrative work managing the activities of various Divisions within the Department 
of Finance.  The work requires regular contacts both within and outside the unit to carry 
out programs and explain specialized matters with occasional contacts with higher-level 
personnel on matters requiring cooperation, explanation and persuasion.  The physical 
work is limited in nature, mostly in an office setting with often serious mental stress and 
effort in handling multiple tasks and meeting deadlines.  The work, by its nature and 
scope, is subject to functional policies and goals under the general managerial direction 
of the Director of Finance. The incumbent participates with others 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: 
 

Manages a major division in the Finance Department, including supervising, 
planning, coordinating, reviewing, and evaluating the work of a staff consisting of 
professional and clerical personnel. 

Instructs subordinate employees on technical financial problems and in the 
interpretation and application of financial management office rules, regulations, and 
procedures. 

Closes the City’s books on a monthly basis.  This includes processing payroll 
checks, accounts payable checks and journal entries in order to produce automated 
financial information to be distributed to the City’s departments for review and budget 
guidance. 
 Prepares journal entries and financial analysis of all funds. 
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 Addresses problems and questions raised by external authorities, auditors or user 
departments relative to the work. 

Coordinates the City’s year-end audit in order to prepare, with staff assistance, the 
Comprehensive Annual Financial Report and the State of Maryland’s Uniform Financial 
Report resulting in an unqualified opinion from the Independent Auditors with the goal of  
earning a Certificate of Achievement for Excellence in Financial Reporting. 
 Prepares revenue projections and cash flows for the City’s Strategic Plan.  

Prepares revenue and expense projections for the City's Annual Budget.  
Determines the rates for water, sewer, and refuse by producing a six-year cash 
flow projection. 
Directs the year-end financial closing process. 

 Serves as coordinator for all City audits. 
 Prepares a variety of other special financial reports as may be required. 

Directs the investments of the City's excess funds in order to obtain the highest 
yield. 

Acts as liaison with the Government Finance Officers’ Association, keeping 
abreast of current reporting standards. 
 Assists in preparing financial information for official statements relative to Bond 
issues and other public documents. 
 Stays abreast of current generally accepted accounting principles as they relate to 
the City and works with staff to ensure adherence to changes. 
 Formulates accounting policies under which other City departments operate. 
 Performs other duties as may be required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to a 
Bachelor’s Degree (required) Master’s Degree (preferred) from an accredited college or 
university in Business Administration with a concentration in Accounting and five years 
of progressively responsible supervisory experience in Accounting. CPA preferred. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Thorough knowledge of the principles and practices of municipal accounting, and 
of their application to a wide variety of accounting transactions and problems. 
 Considerable knowledge of office procedures, practices, systems and equipment 
as applied to complex municipal accounting systems. 
 Considerable knowledge of the principles and practices of municipal financial 
administration with particular reference to accounting, payroll and budgeting systems. 
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 Considerable knowledge of the principles of public administration and 
supervision. 

Working knowledge of the operation, capabilities and limitations of business and 
automated data processing systems. 
 Ability to analyze and evaluate municipal accounting problems, to develop 
pertinent financial data and systems evaluations, and to revise systems accordingly. 
 Ability to plan, organize, and supervise the work of a group of subordinates in a 
manner conducive to full performance. 
 Ability to prepare clear, concise, accurate and timely financial reports and 
statements. 
 Ability to establish and maintain effective working relationships with superiors, 
subordinates, and other City officials, and the general public. 
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CHARACTERISTICS OF CLASS: 
 
The Financial Systems Manager performs complex professional and difficult 
administrative work managing the activities of various Divisions within the Department 
of Finance.  The work requires regular contacts both within and outside the unit to carry 
out programs and explain specialized matters with occasional contacts with higher level 
personnel on matters requiring cooperation, explanation and persuasion.  The physical 
work is limited in nature, mostly in an office setting with often serious mental stress and 
effort in handling multiple tasks and meeting deadlines.  The work, by its nature and 
scope, is subject to functional policies and goals under the general managerial direction 
of the Director of Finance. The incumbent participates with others 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: 
 

Manages a major division in the Finance Department, including supervising, 
planning, coordinating, reviewing, and evaluating the work of a staff consisting of 
professional and clerical personnel. 

Instructs subordinate employees on technical financial problems and in the 
interpretation and application of financial management office rules, regulations, and 
procedures. 

Maintains employee files accurately to properly compensate each employee. 
Keeps abreast of all federal and state laws affecting the employees’ paycheck and 

implements properly.  
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Oversees the preparation of all monthly, quarterly and year-end (fiscal and 
calendar) reports such as W-2’s, 941’s, state unemployment wage reports and state tax 
reconciliation reports.   

Manages and administers the daily activities of the City’s Payroll/Human 
Resources and Financial systems, which includes reviewing and verifying system 
assurance reports to ensure the systems are in balance.   

Manages the systems suspense files to ensure all daily transactions are complete 
and correct; establishes security (passwords) and defines user profiles unique to each of 
the City’s operations.   

Maintains system-wide master tables relative to the operation of the 
Payroll/Human Resource and Financial systems.   

Serves as main liaison between the Finance Department, and the Information and 
Technology and Personnel Departments.   

Trains new employees on the Payroll/Human Resources and Financial systems 
applications as needed.   

Serves as lead person in learning new versions of the Payroll/Human Resource 
and Financial Applications Systems and software and serves as project leader/consultant 
for implementing all new software. 
 Develops custom reports as necessary using the appropriate equipment and 
software. 
 Serves as the City liaison to the Payroll/Human Resource and Financial systems 
groups. 
 Oversees the payment of the City’s health, life and dental insurance and the 
payment of all the City’s utility bills. 
 Administers the City’s retirement plans: serves as main liaison for the City with 
its pension and deferred compensation carriers; responsible for the preparation of 
actuarial data provided to actuary for the development of the City’s annual actuary report; 
provides benefit calculations for all City employees concerning retirement estimates, 
which include annuity, lump sum and buyback of credited service; responsible for 
ensuring that the City’s pension plan document is administered properly; serves as a 
support staff member on the Retirement and Disability Board. 
 Administers the City’s automated time and attendance system, which collects and 
tracks time data for employees and interfaces this information to the City’s Payroll 
system.  Implements the system as well as installs new releases and features.   
 Administers the City’s Flexible Spending Account Program system.  Processes 
and maintains all employee files and accounts and produces reports and data that pertain 
to any dependent care or medical reimbursement claims.  Updates the system with new 
releases and features. 
 Electronically transmits all Federal, FICA, Medicare and State taxes as well as all 
pension and deferred compensation contributions, State mandated reports. 
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 Quarterly Wage Report and New Hire reports and check data to the appropriate 
institutions. 

Develops special reports for external and internal use; oversees the financial 
implementation of all employee groups’ agreements; assists in the preparation of the 
City’s annual financial statements and the year end closing of the financial systems.  
Works with the City’s auditors in reviewing the City’s financial statements.  

 Plans, evaluates and reviews financial operating procedures for Finance staff use.   
 Performs special projects and work as may be assigned and/or required. 
 Keeps abreast of any laws that affect the administration of the flexible spending 
account program, program administration, FICA, Federal and State taxes, etc. 
 Assists in the closing of the City’s books on a monthly and quarterly basis in 
order to prepare the annual financial reports.  
 Resolves, assures and formulates policy related to commitments shared with the 
IT Department. 
 Performs other duties as required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to a 
Bachelor’s Degree (required) Master’s Degree (preferred) from an accredited college or 
university in Finance, Business Administration or a closely related field including courses 
in EDP systems, and five years of progressively responsible supervisory experience 
related to financial systems. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Knowledge of the principals of sound financial management and public 
administration. 
 Knowledge of tax laws applicable to Payroll, Deferred Compensation, Pension 
and other employee related benefits. 
 Knowledge of Payroll and Accounting EDP hardware and software systems. 
 Skill in managing multiple projects and programs. 
 Skill in proper application of laws relevant to the work. 
 Ability to identify, analyze, develop and manage EDP Financial Systems. 
 Ability to develop acceptable policies and procedures, relative to the work. 
 Ability to deal, communicate, motivate, influence and work effectively with 
individuals at all levels both within and outside the organization. 
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CHARACTERISTICS OF CLASS: 
 
The Financial Systems Manager performs difficult professional and administrative work 
managing the activities of the Payroll and Accounts Payable Divisions of the Department 
of Finance.  The work requires regular contacts both within and outside the unit to carry 
out programs and explain specialized matters with occasional contacts with higher level 
personnel on matters requiring cooperation, explanation and persuasion.  The physical 
work is limited in nature, mostly in an office setting with often serious mental stress and 
effort in handling multiple tasks and meeting deadlines.  The work, by its nature and 
scope, is subject to functional policies and goals under general managerial direction.  The 
incumbent participates with others 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: 
 
  Manages, participates in and supervises the activities of Payroll and  
Accounts Payable functions of  the Department of Finance in work including:  the bi-
weekly check processing for all City employees as well as managing all mandatory and 
voluntary employee deductions.  

Maintains employee files accurately to properly compensate each employee. 
Keeps abreast of all federal and state laws affecting the employees’ paycheck and 

implements properly.  
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Oversees the preparation of all monthly, quarterly and year-end (fiscal and 
calendar) reports such as W-2’s, 941’s, state unemployment wage reports and state tax 
reconciliation reports.   

Manages and administers the daily activities of the City’s Payroll/Human 
Resources and Financial systems which includes:  reviewing and verifying system 
assurance reports to ensure the systems are in balance.   

Manages the systems suspense files to ensure all daily transactions are complete 
and correct; establishes security (passwords) and defines user profiles unique to each of 
the City’s operations.   

Maintains system-wide master tables relative to the operation of the 
Payroll/Human Resource and Financial systems.   

Serves as main liaison between the Finance Department, and the Information and 
Technology and Personnel Departments.   

Trains new employees on the Payroll/Human Resources and Financial systems 
applications as needed.   

Serves as lead person in learning new versions of the Payroll/Human Resource 
and Financial Applications Systems and software and serves as project leader/consultant 
for implementing all new software. 
 Develops custom reports as necessary using the appropriate equipment and 
software. 
 Serves as the City liaison to the Payroll/Human Resource and Financial systems 
groups. 
 In the Accounts Payable division:  is responsible for the timely and accurate 
payment of the City’s vendors; oversees the payment of the City’s health, life and dental 
insurance and the payment of all the City’s utility bills. 
 Administers the City’s retirement plans: serves as main liaison for the City with 
its pension and deferred compensation carriers; responsible for the preparation of 
actuarial data provided to actuary for the development of the City’s annual actuary report; 
provides benefit calculations for all City employees concerning retirement estimates, 
which include annuity, lump sum and buyback of credited service; responsible for 
ensuring that the City’s pension plan document is administered properly; serves as a 
support staff member on the Retirement and Disability Board. 
 Administers the City’s automated time and attendance system, which collects and 
tracks time data for employees and interfaces this information to the City’s Payroll 
system.  Implements the system as well as installs new releases and features.   
 Administers the City’s Flexible Spending Account Program system.  Processes 
and maintains all employee files and accounts and produces reports and data that pertain 
to any dependent care or medical reimbursement claims.  Updates the system with new 
releases and features. 
 Electronically transmits all Federal, FICA, Medicare and State taxes as well as all 
pension and deferred compensation contributions, State mandated reports such as State 
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Quarterly Wage Report and New Hire reports and check data to the appropriate 
institutions. 
 Develops special reports for external and internal use; oversees the financial 
implementation of all employee groups’ agreements; assists in the preparation of the 
City’s annual financial statements and the year end closing of the financial systems.  
Works with the City’s auditors in reviewing the City’s financial statements.  Plans, 
evaluates and reviews financial operating procedures for Finance staff use.   
 Performs special projects and work as may be assigned and/or required. 
 Keeps abreast of any laws that affect the administration of the flexible spending 
account program, program administration, FICA, Federal and State taxes, etc. 
 Acts on behalf of the Controller in the Controller’s absence. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to a 
Bachelor’s Degree from an accredited college or university in Business Administration or 
a closely related field including courses in EDP systems, and five years of progressively 
responsible supervisory experience in an automated payroll and accounts payable 
environment. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Knowledge of the principals of sound financial management and public 
administration. 
 Knowledge of tax laws applicable to Payroll, Deferred Compensation, Pension 
and other employee related benefits. 
 Knowledge of Payroll and Accounting EDP hardware and software systems. 
 Skill in managing multiple projects and programs. 
 Skill in proper application of laws relevant to the work. 
 Ability to identify, analyze, develop and manage EDP Financial Systems. 
 Ability to develop acceptable policies and procedures, relative to the work. 
 Ability to deal, communicate, motivate, influence and work effectively with 
individuals at all levels both within and outside the organization. 
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CITY OF ROCKVILLE 

FIRE CODES INSPECTOR I 
 
CHARACTERISTICS OF CLASS: 
 
The Fire Codes Inspector performs intermediate to difficult technical and intermediate 
administrative work using an influential approach in securing and maintaining compliance with 
ordinances and regulations relating to fire and life safety in new construction and certain existing 
buildings such as renovated structures and/or licensed facilities within the City.  The physical 
demands are light and the working conditions can be somewhat disagreeable.  The work is 
directed by the Fire Marshal and affects individual cases with meaningful impact. 
 
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: 
 
 Conducts independent field inspections, explains and interprets codes, attempts to obtain 
voluntary compliance, writes reports, correspondence and notices, gathers evidence, prepares 
cases and testifies in court. 
  Makes life safety inspections and tests of fire protection systems in new construction, 
renovations and certain existing buildings, such as licensed facilities (nursing centers, group  
homes, day care, etc.).  Conducts on-site inspections, mostly required by law, to ensure 
compliance with applicable codes and standards.  Inspects and tests fire protection systems to 
ensure proper installation and verification of performance requirements. 
      Attends meetings, provides consultation and teleconferencing, daily to public and private 
businesses, to other Government agencies, contractors and architects for the purpose of resolving 
fire safety issues, scheduling inspections, and providing instruction required to facilitate code 
conformance. 
  Serves notice to affected parties, responsible parties, and other regulatory agencies, such 
as Health Department, Child Care Administration to complete their respective permit/license 
process-reports. 
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       Prepares correspondence and keeps records related to inspections and tests conducted, 
and sometimes required by law.  
       Maintains accurate inspection and permit records in the permit database. 
       Responds to code enforcement issues which may arise through a complaint from the 
public or another agency or may be the result of an unforeseen situation.  Determines 
immediately whether life safety and/or the preservation of property is affected.  Enforces codes 
and regulations based on the severity and nature of the issue and handles on a case by case basis, 
which sometimes requires the Fire Inspector to initiate legal intervention which can result in 
civil or criminal proceedings. 
  Meets with and assists Fire Department operations personnel for the purpose of 
providing instruction, guidance and/or resolution regarding fire safety code issues which may 
have been discovered during routine or emergency Fire Department activities.  Provides 
intervention required as determined by the complexity of certain code issues and/or the inability  
of the local Fire Department to address an issue due to lack of resources or the unpredictable 
schedule of emergency services. 
 Performs other duties as required. 
 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to an Associate of 
Arts Degree in Fire Protection, Fire Science or related field and three years experience in fire 
inspection, fire protection, systems inspections or related experience.  Possession of an 
appropriate driver’s license valid in the State of Maryland.  Must be a certified Fire Inspector I 
and be able to obtain nationally recognized Fire Inspector II certification within one year of 
employment. Must obtain Fire Inspector III certification within a reasonable time as determined 
by the City. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Knowledge of and ability to interpret State and local fire and life safety codes and 
ordinances. 
 Skill in time management and operation of equipment necessary to do the job. 
 Skill in the use of Pitot tube and gauges, calculation and graphing of fire flow results. 
 Ability to read and comprehend plans for fire protection systems. 
 Ability to perform code-related research. 
 Skill in courtroom demeanor, communication and listening; skill and ability to 
differentiate facts from opinions. 
 Ability to supervise performance of acceptance tests. 
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 Ability to make calculations for egress requirements. 
 Ability to read basic floor plan or shop drawings and identify symbols used by the 
jurisdiction. 
 Ability to compose legally adoptable language. 
 

NOTE: Employees who have completed their initial probationary period and who have  
             received certification as a Fire Inspector III, will move to the Fire Codes  
             Inspector II position in the pay period immediately following receipt of proof of    
             certifications by the Personnel Department. 
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FIRE CODES INSPECTOR II 
 
CHARACTERISTICS OF CLASS: 
 
The Fire Codes Inspector performs difficult technical and intermediate administrative work 
using an influential approach in securing and maintaining compliance with ordinances and 
regulations relating to fire and life safety in new construction and certain existing buildings such 
as renovated structures and/or licensed facilities within the City.  The physical demands are light 
and the working conditions can be somewhat disagreeable.  The incumbent's work has 
meaningful impact on specific cases and the work is done under general managerial direction. 
 
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: 
 
 Conducts independent field inspections, explains and interprets codes, attempts to obtain 
voluntary compliance, writes reports, correspondence and notices, gathers evidence, prepares 
cases and testifies in court. 
  Makes life safety inspections and tests of fire protection systems in new construction, 
renovations and certain existing buildings, such as licensed facilities (nursing centers, group  
homes, day care, etc.).  Conducts on-site inspections, mostly required by law, to ensure 
compliance with applicable codes and standards.  Inspects and tests fire protection systems to 
ensure proper installation and verification of performance requirements. 
      Attends meetings, provides consultation and teleconferencing, daily to public and private 
businesses, to other Government agencies, contractors and architects for the purpose of resolving 
fire safety issues, scheduling inspections, and providing instruction required to facilitate code 
conformance. 
  Serves notice to affected parties, responsible parties, and other regulatory agencies, such 
as Health Department, Child Care Administration to complete their respective permit/license 
process-reports. 
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 Prepares correspondence and keeps records related to inspections and tests conducted, and 
sometimes required by law.  
       Maintains accurate inspection and permit records in the permit database. 
       Responds to code enforcement issues which may arise through a complaint from the 
public or another agency or may be the result of an unforeseen situation.  Determines 
immediately whether life safety and/or the preservation of property is affected.  Enforces codes 
and regulations based on the severity and nature of the issue and handles on a case by case basis, 
which sometimes requires the Fire Inspector to initiate legal intervention which can result in 
civil or criminal proceedings. 
  Meets with and assists Fire Department operations personnel for the purpose of 
providing instruction, guidance and/or resolution regarding fire safety code issues which may 
have been discovered during routine or emergency Fire Department activities.  Provides 
intervention required as determined by the complexity of certain code issues and/or the inability  
of the local Fire Department to address an issue due to lack of resources or the unpredictable 
schedule of emergency services. 
Performs other duties as required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to an Associate of 
Arts Degree in Fire Protection, Fire Science or related field and three years experience in fire 
inspection, fire protection, systems inspections or related experience.  One year's experience as a 
City of Rockville Fire Inspector I. Possession of an appropriate driver’s license valid in the State 
of Maryland.  Must possess nationally recognized Fire Inspector III certification.  
 
 Preferred Knowledge, Skills and Abilities: 
 
 Knowledge of and ability to interpret State and local fire and life safety codes and 
ordinances. 
 Skill in time management and operation of equipment necessary to do the job. 
 Skill in the use of Pitot tube and gauges, calculation and graphing of fire flow results. 
 Ability to read and comprehend plans for fire protection systems. 
 Ability to perform code-related research. 
 Skill in courtroom demeanor, communication and listening; skill and ability to 
differentiate facts from opinions. 
 Ability to supervise performance of acceptance tests. 
 Ability to make calculations for egress requirements. 
 Ability to read basic floor plan or shop drawings and identify symbols used by the 
jurisdiction. 
 Ability to compose legally adoptable language. 
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CHARACTERISTIC OF CLASS: 
 
The Fire Code Plans Examiner performs intermediate professional work in the review of all fire 
protection systems and building construction and improvement permits.  This position requires 
outside and inside contacts to carry out organization programs and to explain specialized matters, 
involving the enforcement of laws, ordinances, policies and procedures.  Duties of position are 
subject to general policy direction, practices and procedures covered by precedents and general 
supervisory review.  Although this position requires little physical effort, working conditions 
may be somewhat disagreeable due to exposure to possible hazards.  Provides occasional 
supervision of two fire code inspectors. 
 

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: 
 
 Reviews, analyzes, approves and/or disapproves and evaluates fire protection systems 
plans, and construction plans for compliance with building, mechanical, electrical, and fire 
codes, standards and ordinances. 
 Provides code interpretations and permit information in response to specific inquiries.  
 Prepares and maintains reports, records and correspondence. 
 Attends preliminary design meetings with contractors, architects, engineers, designers 
and owners. 
 Assists owners, architects, engineers, and contractors with design changes required for 
code compliance. 
 Provides assistance to inspectors for correct interpretation of plans and codes of a 
difficult and complex nature. 
 Participates in the training of assigned personnel. 
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 Conducts on-site inspections during construction to ensure projects are in compliance 
with approved plans. 
 Performs other duties as required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to a Bachelor of 
Science degree in Fire Protection Engineering,  Fire Protection Technology, or related field, from 
an accredited college or university, and, three years of progressively responsible experience in 
reviewing fire protection system plans and construction plans. An appropriate driver’s license 
valid in the State of Maryland is required.  Possession of a current National Fire Protection 
Association (NFPA) 1301 – Fire Inspector I certification, or ability to obtain within one (1) year 
from date of employment. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Thorough knowledge of the methods, materials and techniques involved in all types of 
fire protection systems design and installation, building construction, repair and alteration. 
 Thorough knowledge of the possible defects and flaws in fire protection system 
installation, building construction, and of effective corrective measures. 
 Thorough knowledge of fire and life safety codes, and workmanship and material 
standards required thereby. 
 Considerable knowledge of the procedures involved in keeping strict account of permit 
applications, permits and their status. 
 Knowledge of the principles and practices of engineering as applied to the construction 
field. 
 Ability to perform essential job functions. 
 Ability to climb stairs and ladders, traverse varied terrain, and use a computer. 
 Ability to read and interpret all types of blue prints, working diagrams and specifications 
encountered, quickly and accurately, and to compare them with construction in progress. 
 Ability to deal firmly but fairly and tactfully and to remain calm in dealing with 
architects, engineers, contractors, developers, craftsmen and the general public. 
 Ability to establish and maintain effective working relationships with persons contacted 
in the course of the work, often while under difficult and contentious circumstances. 
 Ability to convey concise and accurate explanations of various ordinances, regulations 
and rulings and the reasons therefor.  
 Ability to gather information and prepare clear and concise reports based on an analysis 
of data, identifying and correcting faulty or hazardous plans or conditions. 
 
Revised: 9/04 
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FIRE MARSHAL 

 
CHARACTERISTICS OF CLASS: 
 

The Fire Marshal performs difficult professional and intermediate administrative 
work to review and approve plans for all construction projects for conformance with fire 
protection laws, codes and standards adopted as part of the Rockville City Code. The 
position requires the use of considerable tact and discretion when working with 
developers, architects, engineers and property owners. The incumbent will also be 
responsible for recommending the adoption of new codes and making amendments, 
enforcing and interpreting existing codes. The physical demands of the position are light 
and there can be a high amount of stress involved. The daily work has meaningful impact 
and is completed under the general managerial direction of the Chief of Inspection 
Services. 
 
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: 
 
 Reviews and approves plans for all construction projects ensuring conformance 
with fire protection laws, codes and standards adopted as part of the City code. 
 Trains field inspectors, makes inspections when necessary and performs review 
for fire protection permits including maintenance of files and assisting the general public. 

Reviews and approves plans for and inspects and performs tests for automatic 
sprinkler systems and hydraulic calculations; fire alarm and detection systems; and halon 
or other halogenated agents, carbon dioxide (Co2), or clean agent fire protection systems. 
 Inspects and ensures hazardous chemicals are stored properly. 
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 Reviews plans and issues permits for various safety and fire prevention systems 
including but not limited to hazardous exhaust systems, standpipe systems, and smoke 
control systems. 
 Attends local or regional seminars, conferences and training sessions and reports 
back pertinent information to others in the inspection services division. 
 Confers with building owners, tenants, architects, engineers, and the general 
public in matters concerning the building and fire codes. 
 Maintains files such as policies and procedures and memoranda from the State 
Fire Marshals office and fire code violations cited during inspections. 
 Makes recommendation on the adoption of new codes and their amendment, and 
the enforcement and interpretation of existing codes. 
 Represents the City when dealing with fire protection issues. 
 Directs the work of other Inspection Service Division employees when related to 
fire protection. 
 May assist in or conduct fire investigations. 
 Performs related duties as required. 
 
QUALIFICATIONS: 
 

Required Training and Experience: 
 
Any combination of training and experience substantially equivalent to graduation 

from an accredited college or university with a Bachelor's degree in fire sciences, fire 
engineering or related field and five years experience as a Fire Marshal or Fire Protection 
Plans Reviewer Iinspector. A certified Fire Protection Engineer is preferred. 
 

Preferred Knowledge> Skills and Abilities: 
 
Knowledge of the modern principles and techniques of fire prevention and fire  

safety. 
 Knowledge of the fire prevention code, policies and practices. 
 Knowledge of flammable liquids and gases and hazardous chemicals, their proper 
use and storage requirements. 

 Ability to maintain records and prepare detailed technical reports. 
 Ability to establish and maintain effective working relationships with coworkers 
and the general public. 
 Ability to inspect fire hazards and determine methods of eliminating hazardous 
conditions. 
 Skill in good oral and written communication. 
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CHARACTERISTICS OF CLASS 
 
The Fire Protection Engineer performs difficult professional and responsible 
administrative work to apply fire protection engineering principles and practices to 
ensure compliance with laws and fire prevention codes included in the City of Rockville 
Code, the Annotated Code of Maryland and any other applicable code.  The work applies 
to design, construction, and use of new and existing buildings and hazardous processes 
from a life safety and property protection standpoint.  The Fire Protection Engineer's 
work is both proactive and reactive with contacts on matters requiring cooperation and 
explanation. Physical demands are moderate and the work includes considerable mental 
effort and stress in handling multiple projects and meeting deadlines.  The work is subject 
to functional policies and goals under general managerial direction with serious 
consequences.  The incumbent may direct the work of part-time Fire Codes Inspectors. 
 
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:  
 

Performs detailed technical review and evaluation of a broad scope and complexity of 
preliminary design and construction documents, including plans and specifications, of all 
types of new construction and renovation projects and hazardous industrial processes for 
department approval and compliance with applicable City and State fire laws, regulations 
and related referenced codes and standards. 

Performs critical review of various fire protection system “shop drawings” prepared 
by design professionals such as fire protection engineers, mechanical engineers and 
electrical engineers.  Systems include automatic sprinkler, detection and alarm, standpipe, 
smoke control, wet and dry chemical, and other highly specialized fire protection 
systems.   
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Makes engineering calculations to verify and determine adequacy of design and 

performance of the systems in accordance with required standards and good engineering 
practices. 

Confers with and provides professional fire protection engineering advice, guidance 
and direction to architects, engineers, and other design professionals on acceptable 
methods and materials of achieving compliance with fire protection criteria of fire and 
building codes.   

Approves proper methods and designs impacting on the architectural, mechanical, 
electrical and structural aspects of construction, equipment and processes from a fire 
protection-engineering standpoint. 

Conducts surveys of complicated occupancies and processes for evaluation of 
potential fire hazards, exit analysis and construction features relevant to safeguards which 
ensure reasonable life safety from fire for occupants and the general public.   

Recommends and approves methods of construction by correlating their fire 
resistance design to fire test data, code criteria and sound fire protection engineering 
principles. 

Supervises Fire Codes Inspectors in the absence of the Fire Marshall. 
Performs other duties as required. 

 
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 Fire Protection 
Engineering and three years of professional experience in Fire Protection Engineering 
work or graduation with major course work in Engineering and five years of experience 
in Fire Protection Engineering work. Possession of an appropriate driver's license valid in 
the State of Maryland. Possession of (or ability to obtain) certification from the Board of 
Registration for Professional Engineers for the State of Maryland within a reasonable 
amount of time, as determined by the City. 

 
Preferred Knowledge, Skills and Abilities: 
 
Thorough knowledge of the methods, materials and techniques involved in all 

types of fire protection systems design and installations, building construction, repair and 
alteration. 

Thorough knowledge of the possible defects and flaws in fire protection system 
installation, building construction and of effective corrective measures. 

Thorough knowledge of fire and life safety codes, and workmanship and material 
standards. 

Considerable knowledge of the procedures involved in keeping strict account of 
permit applications, permits and their status. 

Knowledge of the principles and practices of engineering as applied to the 
construction field. 
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Ability to perform essential job functions. 
Ability to climb stairs and ladders, traverse varied terrain, and use a computer. 
Ability to read and interpret all types of blue prints, working diagrams and 

specifications encountered, quickly and accurately, and to compare them with 
construction in progress. 

Ability to deal firmly but fairly and tactfully and to remain calm in dealing with 
architects, engineers, contractors, developers, craftsmen and the general public. 

Ability to establish and maintain effective working relationships with persons 
contacted in the course of the work, often while under difficult and contentious 
circumstances. 

Ability to convey concise and accurate explanations of various ordinances, 
regulations and rulings.  

Ability to gather information and prepare clear and concise reports based on an 
analysis of data, identifying and correcting faulty or hazardous plans or conditions. 
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CHARACTERISTICS OF CLASS: 
 
The First Assistant Golf Professional performs difficult technical and responsible 
administrative work involved in the day-to-day management and operation of the 
Redgate Golf Course.  The work requires a proactive approach working with various 
vendors, contractors, suppliers, etc. and customers on a continuous basis providing 
services and enforcing rules.  Physical demands of the job are moderate and working 
conditions are generally good requiring some minor effort and stress associated with 
assisting in managing and supervising the multiple facets of a municipal golf course.  The 
technical and administrative work are both subject to general policy direction, practices 
and procedures covered by precedent and general supervisory review of the Golf 
Professional.  The incumbent participates with others in program development, service 
delivery and the supervision of 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 and manages the work 
of starters, marshalls, greeters, Pro Shop staff, Second and Third Assistant Golf 
Professionals, cart persons, range staff, etc., including training and time keeping. 
 Oversees the setting of green fees, charges for electric and pull carts, club rentals, 
range balls and related merchandise. 
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 Ensures appropriate application of: the rules of the game; tournament format and 
management, USGA handicap computer programs and the use of golf equipment. 
 Answers questions from customers on course rules and USGA rules of play. 
 Maintains constant contact with all marshalls, starters and greeters and renders 
decisions, gives advice and direction as needed. 
 Ensures daily, weekend and holiday starting times are scheduled correctly and in 
a professional manner. 
 Directs golf course tournament activities making sure of correct player 
assignments, starting times, and makes rule decisions in the absence of the head Golf Pro. 
 Promotes and sells golf equipment and manages all aspects of stock maintenance, 
including ordering merchandise, taking inventory, and stocking the Pro Shop. 
 Marks the golf course for out-of-bounds, hazards and other temporary 
obstructions. 
 Informs players in person and through subordinates of any restrictions for golf 
course use of golf carts for the day. 
 Manages the moderate daily maintenance of the electric golf cart fleet. 
 Monitors the course to ensure all rules and regulations are being adhered to. 
 Provides golf instruction in the form of clinics and private lessons and administers 
the Junior Golf Program. 
 Stays abreast of PGA rules, regulations, guidelines, etc. 
 Ensures that all operations are performed in a manner consistent with the highest 
levels of efficiency and effectiveness and safety, for patrons and employees alike. 
 Performs other duties as required. 
 
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 Business 
Administration, Recreation or a related field and 2-3 years of progressively responsible 
experience in golf course management and administration. Must have passed the PGA 
Playing Ability Test. Must be a member of the Professional Golfers Association (PGA) 
or be able to become a member within a reasonable time as determined by the City.  Must 
possess appropriate driver’s license valid in the state of Maryland. 
 
 Desired Knowledge, Skills and Abilities: 
 
 Knowledge of USGA and PGA rules and regulations.  
 Knowledge of retail practices including maintenance of inventory. 
 Knowledge of employee management, purchasing and equipment maintenance. 
 Considerable knowledge of the methods, materials, tools and equipment used in 
the operation and maintenance of golf courses. 
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 Ability to organize and direct activities related to tournament play. 
 Ability to maintain computerized handicap program. 
 Ability to communicate effectively with golf course staff and the general public. 
 Ability to establish and maintain effective working relationship with supervisors, 
peers and subordinates. 
 Ability to plan and supervise the work of subordinates engaged in the operation of 
the golf course. 
 
Revised: 9/04 
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FLEET CLERK 

 
CHARACTERISTICS OF CLASS: 
 
The Fleet Clerk performs intermediate clerical and administrative work for the Motor 
Vehicle Maintenance Division of the Department of Public Works.  The work requires a 
reactive approach involving regular contacts within the Department and other 
departments, outside agencies, and vendors supplying or seeking information related to 
fleet maintenance.  The work is light in nature under good conditions involving some 
mental effort and stress.  The work is subject to general supervisory review and has 
meaningful impact on services.  The incumbent is expected to exercise judgement and 
resolve problems independently. 
 

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 fuel daily, monitors physical inventories, orders fuel, maintains all 
fuel operation records, prepares monthly State fuel tax schedules, and quarterly County 
fuel tax schedule; 
 Processes and maintains all vehicle tag and title work including making necessary 
trips to the State Department of Motor Vehicles offices located in Glen Burnie and 
Gaithersburg, Maryland; 
 Maintains repair estimates files for reference to City’s insurance company. 
 Maintains pool records and keys inventory; 
 Maintains vehicle and handheld 2-way radio inventory; 
 Coordinates the disposal of City vehicles and equipment; 
CITY OF ROCKVILLE 
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 Updates and maintains data records entered into the Fleet Management System; 
 Maintains bid documents, agendas, and specifications; 
 Assists the Shop Supervisor with parts and service acquisitions; 
 Prepares, checks, and processes payments to vendors for parts and services; 
 Researches parts and service cost and availability; 
 Maintains all insurance claims data; 
 Makes arrangements for local and out-of-town training, seminars, and 
conferences for senior personnel; 
 Receives inquiries from employees, outside agencies, or vendors and supplies 
information; 
 Prepares and maintains staff time and leave records; 
 Performs other necessary clerical and administrative duties including record 
keeping, filing, typing correspondence, data entry; reviews and edits documents for 
discrepancies or incompleteness; 
 Performs other duties as may be required. 
 
REQUIREMENTS: 
 
 Minimum Training and Experience: 
 
 Any combination of training and experience equivalent to graduation from high  
School and three years of administrative support, accounts payable, and/or fleet clerical 
operations experience.   Must be computer literate and proficient in Windows 95, 
Microsoft Word, Excel, Access and PowerPoint.  Possession of an appropriate driver’s 
license valid in the State of Maryland. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Knowledge of, or ability to rapidly acquire knowledge of municipal fleet 
operations, City government purchasing procedures, State vehicle tag and title procedures 
and State fuel tax filing procedures. 
 Knowledge of methods, principles and techniques associated with clerical duties 
including research, data collection, and report preparation. 
 Knowledge of, and advanced skill in the use office equipment. 
 Skill in proper telephone etiquette and effective or and written communications. 
 Ability to use multi-data based computer system, networking systems, and fleet 
oriented software. 
 Ability to carry out, with limited or no supervision, continuing assignments 
requiring clerical and organizational skills. 
 Ability to establish and maintain effective working relationships with City 
employees, representatives of various government agencies, and private organizations, 
and the general public. 
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CITY OF ROCKVILLE 
FLEET MAINTENANCE SUPERVISOR 

  
CHARACTERISTICS OF CLASS: 
 

The Fleet Maintenance Supervisor performs difficult technical and responsible 
administrative work in scheduling, directing and coordinating Motor Vehicle 
Maintenance Division activities including supervising skilled and semi-skilled employees 
engaged in the service, preventative maintenance and repair of a variety of light to heavy 
motorized equipment. The exercise of independent judgement and decision making 
within the City's established policies and procedures is necessary to accomplish the tasks. 
The incumbent has both inside and outside contacts to carry out division programs such 
as purchasing parts for vehicles/equipment, identifying and tracking vendor performance 
and scheduling service on City vehicles. The work involves light physical effort and may 
involve work in difficult positions. The incumbent is exposed to some disagreeable 
elements and considerable mental effort and stress from ensuring timeliness of repairs 
and equipment preparation, safety, quality of work and appropriate credit for warranty 
repairs. The work is subject to general policy direction, practices and procedures covered 
by precedents and is reviewed by the Fleet Manager generally through weekly 
conferences, reports, and work order status reports. 

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 all facets of automotive repair and preventive maintenance, emission 
testing, warranty work, fabrication requests, contractual work, seasonal preparation, State 
preventive maintenance (PM) inspections, radio installation, and in-house personnel 
training for either heavy duty vehicles and equipment, automobiles and light trucks or 
other construction equipment. 

Plans, schedules and supervises all Fleet Mechanics and the Fleet Service 
Mechanic on a staggered shift. 

Plans for and implements scheduled and unscheduled repair of multiples of 
equipment/vehicles, coordinating them with Fleet Mechanics and factory representatives 
to assure the most efficient and cost effective solution. 
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 Schedules transfer of replacement vehicles/equipment, and 
coordinates required actions with various other staff. 

Gives daily assignments, written and verbal, to staff members; oversees job 
assignments, periodically inspects repair work both in progress and upon completion. 
 Performs road tests; interviews drivers and screens driver 
reports. 

Orders vehicle parts, service equipment and shop supplies. Selects outside 
vendors for services. 
Performs daily shop safety inspections; ensures that proper 

work procedures are followed; instructs drivers in the proper operation of vehicles and 
equipment. 

Inspects newly purchased vehicles to ensure they comply to purchase 
specifications. 

Maintains a variety of reports including but not limited to: work order records of 
repair and maintenance work, parts, contractual services, damage and abuse reports, 
warranty reports, work assignment and work time, work orders processed, and downtime 
and follow-up reports; and forwards them to the Fleet Records Technician for data input 
and tracking. 
 Maintains daily shop log, updates oil analysis book, records 
price comparison history and conducts price comparison research. 
 Checks equipment to ensure proper function and recommends 
replacement and acquisition of shop tools and machinery. 
 Updates training of all staff by maintaining a shop 
technical library. 

Performs failure analysis on automotive parts and handles all factory recalls and 
warranty claims; may perform some minor repairs on occasion. 
 Performs other duties as required. 
 
QUALIFICATIONS; 
 

Required Training and Experience: 
 

Any combination of training and experience substantially equivalent to an 
Associate of Arts degree in Automotive Technology plus three years experience in the 
area of automotive or heavy truck repair supervision. Must have or be able to obtain 
within 30 days a commercial drivers license. 

Preferred Knowledge, Skills and Abilities: 

 Thorough knowledge of the standard practices/tools of 
the automotive trade. 

Thorough knowledge of the use and maintenance of tools/equipment including 
electronic diagnostic and testing equipment in the automotive and heavy truck 
maintenance field. 
 Thorough knowledge of the occupational hazards and 
safety precautions of the automotive mechanics trade. 
 Thorough knowledge of basic supervisory and leadership 
principles. 
 Ability to plan work load and resolve work issues and 
motivate skilled and semi-skilled labor. 
 Ability to handle driver complaints. 
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FLEET MANAGER 

 
CHARACTERISTICS OF CLASS 
 
The Fleet Manager performs difficult technical and administrative work involved in 
managing the maintenance and repair of the City's motor vehicle fleet. The employee is 
responsible for the development and implementation of all policies and procedures 
involved in the record keeping, purchase, operation, maintenance, repair and performance 
of City vehicles and equipment.  The work requires outside and inside contacts to carry 
out division programs. The physical demands are light with somewhat disagreeable 
working conditions due to exposure to noise and fumes associated with a vehicle 
maintenance shop.  The work by nature has a broad scope and is performed under the 
general managerial review of the Director of Public Works, with considerable 
opportunity for discretion and independence of action. 

 
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:  
 

Performs detailed technical review and evaluation of all repair, fuel, performance and 
purchasing data generated by the division in order to determine vehicle and equipment 
needs and to monitor operations. 

Oversees all facets of automotive repair and preventive maintenance, emission 
testing, warranty work, fabrication requests, contractual work, seasonal preparation, State 
preventive maintenance (PM) inspections, radio installation, and in-house personnel 
training for either heavy duty vehicles and equipment, automobiles and light trucks or 
other construction equipment. 

Acts as system administrator for the "FASTER" computerized fleet management 
system, which involves updating, report writing, code development, system review, and 
improvement schedules. 
 

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE 
FLEET MANAGER 
PAGE TWO 

 
Oversees maintenance and operations of the City's mobile radio communications 

system . 
Develops and prepares the Motor Vehicle Maintenance Division's operating budget 

and performance measures. 
Prepares reports and memorandums to summarize division operations, to respond to 

inquiries and to make recommendations. 
Develops specifications for all vehicle and equipment acquisitions including bid and 

contract research, review and assessment. 
Ensures compliance with all State and Federal laws and regulations. 
Assists in the investigation of accidents involving City vehicles. 
Designs, approves and inspects special projects, sets quality standards and advises on 

operational safety measures. 
Performs other duties as required. 

 
QUALIFICATIONS: 
 
 Required Training and Experience: 
  

Any combination of training and experience substantially equivalent to an 
Associate of Arts degree in Automotive Technology or related field and six years  
 
experience in the area of automotive or heavy truck repair including three years 
experience in a supervising capacity.  Possession of a valid driver's license. 
 

Preferred Knowledge, Skills and Abilities: 
 
Thorough knowledge of the principles involved in the management of a fleet 

maintenance and repair facility. 
Thorough knowledge of the occupational, public and private hazards and 

precautions applicable to the motor vehicle and equipment maintenance field. 
Thorough knowledge of the standard practices, materials, tools and equipment 

used in the fleet maintenance field. 
Skill in the management of a computer based fleet management system. 
Ability to plan, organize and effectively supervise, through subordinate, the work 

of a large group of workers in a manner conducive to full performance, high morale and 
effective public service. 

Ability to gather information and prepare clear and concise reports based on an 
analysis of data. 

Ability to establish and maintain effective working relationships with persons 
contacted in the course of the work. 

Ability to effectively communicate both orally and in writing. 
 
Revised: 9/04  
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CITY OF ROCKVILLE 
 FLEET SERVICE MECHANIC 
 
CHARACTERISTICS OF CLASS 
 
The Fleet Service Mechanic performs semi-skilled mechanical work of a reoccurring nature servicing 
and performing minor repairs of municipal vehicles and equipment.  This position may serve as an 
apprenticeship to the Fleet Mechanic assisting the mechanic on occasions when repairs require more 
than one person.  Work involves the responsibility of servicing vehicles and equipment within 
prescribed procedures.  The position requires regular  personal contacts within the department and 
periodic contacts with other department personnel when discussing servicing needs or contact with the 
equipment parts suppliers when obtaining parts for the Motor Vehicle Maintenance Department.  Work 
is performed regularly with light to medium weight materials (up to 60 lbs.) and occasionally with 
heavy weight materials normally in 
difficult work positions for continuing periods.  Working conditions involve regular exposure to 
disagreeable elements and occasional exposure to hazards or conditions which could result in serious 
injury.  All work is performed under the supervision of the Fleet Maintenance Supervisor; however, 
direction may be provided by Fleet Mechanics during apprenticeship work. 
 
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 
 
 Changes all filters and lubricates automobiles, heavy trucks, earth moving and mechanical 
equipment. 
 Performs oil changing on engines, transmissions, differentials and hydraulic systems.   
 Inspects, cleans or replaces all air and fluid filters. 
 Inspects brake systems, engines, transmissions and chassis components for wear, including 
checking for worn, damaged or defective hoses, belts, wires or cables. 
 Performs minor maintenance and repairs. 
 Assists Fleet Mechanic in more complex repairs. 
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CITY OF ROCKVILLE 
FLEET SERVICE MECHANIC 
PAGE TWO 
 
 Performs road service and, if necessary, tows vehicle back to shop. 
 Changes and repairs tires. 
 Maintains shop supplies and picks up parts as needed. 
 Follows service procedures that either meet or exceed manufacturers' recommendations. 
 Performs timely servicing, as assigned, of all automobiles, trucks, equipment and machinery. 
 Ensures that all safety procedures are followed. 
 Performs related work as assigned. 
 
MINIMUM REQUIREMENTS: 
 
 Training and Experience 
 
  Any combination of training and experience  substantially equivalent to graduation  
from high school and  one year's experience in the servicing and maintenance of equipment or heavy 
trucks.   Possession of a valid motor vehicle operator's license in accordance with the State of 
Maryland 
Commercial Driver's License (CDL) requirements. 
 
 
Knowledge, Skills and Abilities: 
 
  Knowledge of the standard practices and tools of the  automotive trade. 
  Knowledge of the basic operation of an internal  combustion engine. 
  Knowledge of basic automotive electrical components. 
  Knowledge of the occupational hazards and safety  precautions of the automotive 
trade. 
  Ability to use the normal mechanic's tools used in the  automotive service and 
maintenance trade. 
  Ability to understand and follow oral and written  instructions, service charts and 
maintenance manuals. 
  Ability to establish and maintain effective working  relationships with other employees. 
  Ability to perform tasks which normally require lifting  up to 60 lbs. on a regular 
basis and over 60 lbs. on an 
 occasional basis. 
  Skill for performing mechanical work including the  ability to perform tasks in difficult 
positions in the  presence of disagreeable elements (dust, heat, fumes, cold,  noise, vibration, 
wetness.) 
 
Revised: 9/04 
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