
CITY OF ROCKVILLE 
RECORDS MANAGEMENT CLERK 

 
 
CHARACTERISTICS OF CLASS: 
 
The Records Management Clerk performs intermediate skilled clerical and responsible 
administrative work to assist the Support Services Division of the Police Department in the 
performance of their duties and the accomplishment of the division/departmental goals and 
objectives.  The work involves responsibility for performing support functions such as 
administrative processing of parking tickets, filing police reports, record keeping, computer 
entry, expungement of police records, and providing assistance to customers by phone or at the 
counter in an independent manner.  Incumbent performs duties with minimal supervision, and is 
expected to exercise judgement and apply ingenuity to problems encountered.  The physical 
requirements are light in nature and the working conditions are good and at times somewhat 
disagreeable.  
 
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: 
 
 In the course of maintaining and monitoring files and records and performing 
modifications as necessary, the employee: 
 
 Performs necessary secretarial duties including typing and filing and utilizing a personal 
computer. 
 Receives and sorts incoming correspondence. 
 Prepares various specialty reports. 
 Sorts and distributes outgoing correspondence. 
 Answers telephones, interviews callers and tactfully answers requests and screens 
telephone calls. 
 Receives, processes, enters information into the computer system and files parking 
tickets.   Coordinates court dates with the District Court.  Coordinates ‘Flagging’ with the 
Department of Motor Vehicles. 
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 Files copies of police reports.  Enters required data from reports into the computer 
system. 
 Gathers source materials for the preparation of reports, articles, memorandum and other 
purposes. 
 Collects, receipts and accounts for fees. 
 Reviews and edits reports and other documents for discrepancies or incompleteness. 
 Maintains and submits times sheets. 
 May supervise activities of others involved in performing secretarial/clerical activities of 
the office. 
 Ensures confidentiality of records and correspondence. 
 Performs all tasks in a safe manner. 
 Performs related work as required or as assigned. 
 
QUALIFICATIONS 
 
 Required Training and Experience 
 
 Any combination of training and experience substantially equivalent to graduation from 
high school, including or supplemented by courses in typing, and two years clerical experience 
involving public contact. 
 
 Preferred Knowledge, Skills and Abilities 
 
 Knowledge of secretarial duties needed for support of division/department. 
 Knowledge of division/department goals and policies. 
 Skill in use of a personal computer – word processing and data bases. 
 Ability to deal with the public and other employees courteously and tactfully, to elicit 
 information effectively, and to convey concise accurate explanations of policies, 
 procedures and requirements. 
 Ability to carry out, with limited supervision, continuing assignments requiring 
organizational skills. 
 Ability to establish and maintain effective working relationships with other employees, 
and the general public. 
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CITY OF ROCKVILLE 
RECREATION AND PARKS ADMINISTRATION MANAGER 

 
CHARACTERISTICS OF CLASS 
 
The Recreation and Parks Administration Manager performs difficult professional and 
administrative work relative to the administration of the Recreation and Parks Department, 
including budgetary and financial administration, Strategic Plan, development review, project 
management, citizen and neighborhood outreach, staff training programs, grants, research, and 
special projects.  The work requires regular contacts with officials and managers, both within and 
outside the City and involves considerable tact, discretion, and persuasion in obtaining desired 
results.  While the work requires limited physical effort, by its nature and diversity it is stressful.  
The incumbent’s work is subject to functional policies and goals under the direction of the 
Director of Recreation and Parks and has serious consequences relative to program development 
and service delivery. 
 
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 
 
 Under direction, provides executive level assistance to the Director of Recreation and 
Parks and managers in the department, primarily Management Team members. 
 Coordinates and administers preparation of the budget and the Strategic Plan. 

Monitors expenditures, revenues, accounting and cash handling procedures.    
Monitors purchasing activities and serves as department coordinator for administration of 

and compliance with purchasing rules and regulations. 
Evaluates fee structures and makes recommendations. 
Serves as department representative to the City-wide Development Review Committee 

and coordinates input from all department divisions to development review processes.   
Serves as staff to Mayor and Council appointed commissions/committees as assigned.   
Researches, develops, and implements administrative policies/procedures. 

 Performs research and analysis of administrative and/or operational issues by gathering 
data, conducting feasibility studies, preparing reports and making recommendations. 

Plans and coordinates major research and administrative projects. 
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 Develops reports and studies by maintaining, compiling, analyzing and projecting 
statistical data, coordinating material from various sources and writing or editing narratives. 
 Prepares memoranda, letters and other documents for the signature of the Director of 
Recreation and Parks, City Manager and other staff.    

Develops grant proposals. 
 Develops award applications and entries in cooperation with other department staff. 
 Reviews and edits reports, memos, letters, etc. written by other staff for proper grammar, 
style, form, and consistency. 
 Acts as liaison with other departments, public agencies, and the public as assigned. 
 May supervise or provide lead direction to professional level or clerical support staff. 

Researches and maintains files on technical specifications, requests for proposal, and 
other forms of specifications. 

Assists in the development and implementation of capital improvement projects by 
drafting requests for proposals, coordinating contractor selections, negotiating and administering 
agreements, monitoring and reporting on project progress. 

Develops, coordinates and implements citizen input processes for CIP projects.   
Monitors information on trends and practices in the Recreation and Parks field and makes 

recommendations for adjustments to department services and methods responsive to trends.    
Coordinates public relations efforts as assigned by preparing press releases, public 

information materials, meeting with citizens and community groups and responding to 
complaints received by the department.   
 Works with other staff to plan, coordinate, implement and staff Special Events. 
 Performs other duties and related tasks as assigned.    
 
QUALIFICATIONS 
 
 Required Training and Experience 
 Any combination of training and experience substantially equivalent to graduation from 
an accredited college or university with major course work in business, public administration, 
recreation and parks administration or related field and five years of progressively responsible 
experience in business, public, recreation or parks administration, including at least two years 
with lead program management responsibility.  A Masters Degree in a related field is desirable 
but not required.  Must possess a driver’s license valid in the State of Maryland; or ability to 
provide suitable transportation, which is approved by the Director of Recreation and Parks. 
 
 Preferred Knowledge, Skills and Abilities 
Knowledge of: 
• the principles and practices of public administration. 
• standard office methods and procedures. 
• the principles of municipal budgeting and administrative procedures. 
Skill to: 
• prepare clear and concise reports and correspondence. 
• make oral presentations at public meetings, forums and department meetings. 
• perform statistical analysis and prepare and control budgets. 
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• Research, locate and compile appropriate data, information and material. 
• accurately analyze, interpret and evaluate administrative and technical issues and make 

appropriate recommendations for action. 
• take best advantage of word processing and other office- and management-related computer 

software, including tracking/scheduling software, GIS, Access and Excel.   
Ability to: 
• establish and maintain effective working relationships with the public, elected and appointed 

officials, department and city-wide staff and city advisory bodies. 
• work independently, be as self-starter, and meet established deadlines. 
• train, supervise and evaluate staff. 
• mediate disputes. 
• read and interpret construction plans, specifications, and other development-related documents. 
• Pro-actively anticipate trends and new issues/problems and their impact on R&P operations. 
• manage assigned functions and programs.   
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 Develops timely public service, promotional and informative compositions for the 
quarterly recreation brochure, city newsletter, and other media. 
 Recruits, selects, trains, and evaluates part-time and volunteer staff. 
 Gathers information pertaining to new development in the field of recreation and applies 
these methods and practices to professional guidance and training for subordinate employees, 
volunteers, etc. 
 Meets with agencies outside the City of Rockville whose services are of value to City 
government and its citizenry. 
 Supervises the work of subordinate employees. 
 Performs related work as required. 
 Responsible to ensure that community input is solicited in reference to program 
evaluation and changes, employing formal and informal surveys, meetings and personal contact. 
 Responsible for submission to accountant timely pay vouchers, expenditure and revenue 
information. 
 Responsible for operating revenue and non-revenue supported programming within 
budgetary guidelines as developed by staff and the Mayor and Council of Rockville. 
 Responsible for extensive record keeping related to center operations and usage. 
 Responsible for development and implementation of safety and risk management policies 
and strategies which will maximize participant safety and minimize potential City liability. 
 Responsible for regular and careful inspections of all program operations to ensure proper 
supervision of staff and participants. 
 Responsible for regular and careful inspection of all facilities in the district and for 
coordination with the building maintenance division to ensure that these facilities are maintained 
in a proper and safe manner. 
 
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 recreation, physical education or 
related field, plus five years of progressively responsible experience in recreation administration.  
Supervisory experience and Certified Leisure Professionals are preferred. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Considerable knowledge of and appreciation for the objectives and principles of a 
planned and diversified recreation program appealing to all ages and interest groups. 
 Considerable knowledge of the organization, development and operation of a diversified 
recreation program.  
 Ability to administer such programs within general policy guidelines and budgetary 
limitations. 
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 Ability to make decisions recognizing established precedents and practices, and to use 
resourcefulness in meeting new situations. 
 Ability to establish and maintain effective working relationships with persons and groups 
interested in recreation, associates and other employees and departments, and the general public. 
 Ability to stimulate staff to maintain a high level of quality and creativity in their daily 
work. 
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CITY OF ROCKVILLE 
RED LIGHT CAMERA TECHNICIAN 

 
 
CHARACTERISTICS OF CLASS: 
 
The Red Light Camera Technician performs responsible clerical and administrative duties in the 
evaluation and determination of red light violations. The work requires contacts within the Police 
Department and other City departments, outside agencies and the general public both supplying 
and seeking information related to the work.  The physical demands are limited and the working 
conditions are good. The work is subject to general instructions and established routines with 
supervision of progress and review of results; and, is supportive of the red light camera citation 
program. 
 
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 computer images supplied by the contractor of red light traffic violations. 
 Confirms red light violations and determines whether the images meet the standard for 
the issuance of a traffic citation. 
 Travels to and from remote ticket approval sites and County court facilities. 

Maintains records related to red light traffic violations. 
 Prepares case records to ensure all information is organized for use in court if necessary. 

Prepares and provides court testimony regarding identified traffic violations.   
Responds verbally and in writing to citizens and agency inquiries related to the red light 

camera citation program. 
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Accesses motor vehicle records through a computerized system for violator 

identification.  
Provides documentation and information to the supervisor and the contractor regarding 

any problems or concerns with the red light camera computer system. 
Presents information at court hearings as required. 

 Performs other duties as required. 
 
QUALIFICATIONS 
 

Required Training and Experience: 
 
 Candidates must possess the minimum of a high school education and some experience in 
a position, which demonstrates analytical and customer service skills. Possession of an 
appropriate driver's license valid in the State of Maryland.  Must secure and maintain Maryland 
Inlet Law Enforcement System and National Crime Information Center certification within a 
reasonable time as determined by the City. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Knowledge of applicable Maryland State traffic laws. 
 Knowledge of appropriate case preparation policies and court rules as they apply to 
testimony and the introduction of evidence. 
 Knowledge of applicable laws and procedures regarding the use and dissemination of 
motor vehicle information. 
 Knowledge of and ability to operate computer systems. 
 Skill in verbal and written communication. 
 Skill in good customer relations. 
 Ability to appear in court as required and effectively testify. 
 Ability to analyze and interpret information and reach sound conclusions. 
 Ability to handle and resolve problems with tact, resourcefulness and good judgment. 
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CITY OF ROCKVILLE 
REHABILITATION SPECIALIST 

 
CHARACTERISTICS OF CLASS: 
 
The Rehabilitation Specialist performs intermediate professional and administrative work and 
difficult technical work involved in managing the Housing Rehabilitation Program, including 
gathering, distributing, information and funds and explaining the rehabilitation portion of the 
City's Community Development Block Grant Program.  The work requires a proactive approach 
with outside and inside contacts to carry out the programs and to explain specialized matters to 
the general public, with occasional contacts with higher level officials. There are light physical 
demands, and the working conditions are somewhat disagreeable due to exposure to the elements 
of the outdoors and/or stress from frequent contact with the public and contractors.  The 
incumbent's technical work is subject to functional policies and goals under general managerial 
direction.  The incumbent participates with others, within and/or outside the organizational unit, 
in program development, service delivery and is responsible for overseeing, monitoring and 
coordinating activities of outside contractors and vendors. 
 
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 the City's Housing Rehabilitation Program. 
 Visits projects in progress on a regular basis; consults with contractors relative to the 
work; addresses any issues that may be raised by the homeowner; and remains available to both 
the homeowners and contractors to facilitate the work. 
 Identifies existing an unanticipated required work (i.e. concealed faulty wiring); informs 
the homeowners and assists in negotiating an acceptable price for the work; monitors and records 
the jobs progress and all changes in the work using the City's Permit Plan System. 
 Ensures work is done in accordance with work write-ups, drawings, specifications, City 
Code, and provisions of the Community Development Block Grant (CDBG) Program. 
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 Completes, produces, submits and administers the CDBG contract and related documents 
including: notification to interested parties; submitting required paperwork to other City 
departments; and effecting payments. 
 Assists in determining recipient eligibility by performing and administering intake, 
assessment of applicants, determining property ownership, administering the Bid process 
performing environmental reviews, determining historic significance; and making 
recommendations on acceptance of applicants; etc. 
 Conducts site visits and coordinates with homeowners and contractors relative to work to 
be done, presenting and selecting of bids, contractor selection, quality of and payment for work, 
timetables, customer satisfaction, property access, and follow-up on completed work. 
 Ensures compliance with regulatory issues including historic preservation and lead paint 
abatement. 
 Conducts outreach on the CDBG informing a wide varied audience about the program, 
and makes appropriate referrals to other programs when CDBG would not apply or be 
appropriate. 
 Files appropriate liens against recipients properties and provides information on the 
release of liens to former recipients, heirs, title companies and attorneys. 

Produces required reports.   
 Maintains and manages a list of qualified contractors. 

Keeps abreast of current changes in rules, regulations, laws, policies and procedures. 
 Ensures approved historic property changes are adhered to. 
 Provides assistance to and takes the lead with other departments on a variety of related 
projects. 
 Performs other duties as required.  
   
     
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to a bachelor's 
degree in engineering, economics, construction management or related field and three years of 
progressively responsible experience in construction management, contract management, code 
inspections or related field. Must possess appropriate driver's license valid in the State of 
Maryland. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Considerable knowledge of the rules, regulations, and procedures of the Community 
Development Block Grant Program. 
 Thorough knowledge of the City's home improvement program. 
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 Thorough knowledge of the City's construction codes requirements, including local and 
state requirements.. 
 Thorough knowledge of the methods, materials and techniques involved in building 
construction, repair and alteration. 
 Ability to write construction specifications and prepare drawings. 
 Ability to convey accurate explanations of various codes, ordinances, regulations and the 
reasons therefore. 
 Ability to read and interpret blueprints working drawings and specifications. 
 Ability to deal firmly but fairly and tactfully with contractors and homeowners in 
situations which are often contentious. 
 Ability to be effective and concise in oral and written communication.  
 
 
Revised: 9/04 

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE 
REVENUE ASSISTANT – 1 

 
CHARACTERISTICS OF CLASS: 
 
The Revenue Assistant – 1 performs intermediate level clerical work in preparing utility, 
parking and assessment billings, interacting with customers and other departments, and 
researching and resolving consumer problems and other revenue-related responsibilities. 
The incumbent has extensive personal and verbal contact explaining specialized utility-
related matters to the public and may also have routine contact with bank officials, 
attorneys and other city division employees. The position requires the exercise of 
independent decision-making within the framework of established City procedures and 
policies covered by precedents and general supervisory review by the Revenue Assistant- 
11 and the Revenue Supervisor. Service affects individual clients and citizens and has a 
meaningful impact on specific cases in the revenue division. Work requires limited to 
light physical demands and considerable mental effort and stress to resolve clients’ 
problems requiring the exercises of extreme tact under difficult and contentious 
circumstances. 
 
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: 
 
NOTE: Duties and responsibilities will vary depending on area of assignment. 
 
 Resolves citizens’ utility complaints and handles other service requests through 
personal, phone or written contacts. 
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 Researches and responds to attorneys’ or bank officials’ requests for information 
on the utility payment status of individual clients. 
 Calculates, posts and prints quarterly/regular or final utility bills. 
 Processes daily official receipts from Cashier for all City transactions. 
 Maintains and updates journals of bank remittances of utility collections, financial 
reports processed in utility billing system and special assessment liens. 
 Assists in proofing for accuracy utility billings. 
 Researches real property ownership, verifies tax liens and property transfers, 
prepares disclosure memoranda. 
 Redeems un-collectible bank checks including researching account histories and 
preparing financial adjustments. 
 Updates records as to outstanding liens or payoffs. 
 Reviews cash receipt reports and researches account histories to administer refund 
policies for overpayments, vacancies and swimming pools. 
 Calculates principal, interest, penalties and payments and posts same for paving, 
sidewalk and driveway apron assessments. 
 Processes and reviews accuracy of meter readings and required adjustments. 
 Processes payments received from Montgomery County. 
 Reviews Stat and County tax abstracts and prepares monthly summary of tax 
collections. 
 Generates and prints special assessment bills and dunning notices. 
 Reviews State Motor Vehicle abstracts to identify vehicles licensed to City 
residents. 
 Maintains records, issues bills, permits, and posts payments for parking lot 
customers and maintains related statistical information. 
 Serves as back up to Cashier. 
 Handles word processing for the division. 
 
MINIMUM REQUIREMENTS: 
 
Training and Experience: 
 
Any combination of training and experience substantially equivalent to high school 
graduation supplemented by courses in accounting and two years experience servicing 
customers or clients preferably in accounts receivable, revenue or related field. 
Bookkeeping experience is helpful. 
 
Knowledge, Skills and Abilities: 
 
 Ability to deal with the general public and other employees courteously and 
tactfully under difficult and contentious circumstances. 
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 Ability to make rapid and accurate addition, subtraction, multiplication, division, 
fraction and percentage calculations. 
 Ability to make independent judgments. 
 Ability to understand and follow instructions in a timely fashion. 
 Ability to acquire considerable knowledge of City policies and regulations 
regarding revenue. 
 Ability to complete, with general supervision, continuing assignments requiring 
organizational skills. 
 Ability to operate a data entry terminal, calculator, cash register, decollating 
machine, forms burster as well as microcomputers. 
 Ability to use Word Perfect and computerized record keeping systems. 
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CITY OF ROCKVILLE 
REVENUE ASSISTANT II 

 
CHARACTERISTICS OF CLASS: 
 
The Revenue Assistant II performs intermediate to difficult clerical and intermediate 
administrative work overseeing utility and special assessment billings, effectively interacting 
with customers and other departments, assisting in financial report reconciliation and researching 
and resolving revenue-related problems.  The incumbent coordinates the work of the Revenue 
Assistant I’s and has extensive personal and verbal contact explaining specialized utility-related 
matters to the public, banking officials, attorneys and other City division employees. 
 
Work requires the exercise of independent decision-making within the framework of established 
City procedures and policies with general supervisory review provided by the Revenue 
Supervisor.  Service affects individual clients and citizens and has a meaningful impact on 
specific cases in the Revenue Division.  The position requires limited to light physical demands 
and considerable mental effort and stress to resolve client problems requiring the exercise of 
extreme tact under difficult and contentious circumstances. 
 
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: 
 
 Oversees the calculation, posting, printing, review and distribution of monthly and final 
utility billings. 
 Ensures utility billing is completed in a timely and efficient manner. 
 Prepares monthly calendar of deadlines for division activities. 
 
CITY OF ROCKVILLE 
REVENUE ASSISTANT II 
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 Resolves citizens’ utility complaints and other related service requests through personal, 
phone or written contacts. 
 Researches and responds to attorneys’ or bank officials’ requests for information on the 
utility payment status of individual clients. 
 Reviews for accuracy utility and tax billing. 
 Establishes new accounts for utility billing and special assessments and updates database 
of meter records. 
 Oversees meter readings and utility data processing for accuracy and researches 
inconsistencies. 
 Reviews and researches delinquent accounts and prepares termination orders. 
 Assists with reconciliation of monthly utility billing transaction trial balance and submits 
reports to Accountants. 
 Generates and prints utility bills and dunning notices. 
 Makes appropriate financial adjustments to correct billings if needed. 
 Updates inactive accounts and property transfers. 
 Reviews Montgomery County billing of front foot benefit charges and prepares yearly 
billings. 
 Reviews and researches tax records, land plats and capital improvement project files. 
 Researches special issues. 
 Prepares tax docket books for related tax work and citizen’s use. 
 Prepares correspondence to citizens and clients. 
 Requests the printing of related computer reports. 
 Performs other revenue-related duties and special projects as needed. 
 Performs any of the Revenue Assistant I responsibilities as needed. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to graduation from 
an accredited college with an associate’s degree supplemented by courses in accounting and two 
years experience servicing customers preferably in accounts receivable, revenue or related field. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Considerable knowledge of City policies and regulations regarding Revenue collections. 
 Ability to establish and maintain effective working relationship with co-workers, 
employees, vendors, and the public under difficult and contentious circumstances. 
 Ability to work independently, to coordinate and train other Revenue employees. 
 Ability to make rapid and accurate addition, subtraction, multiplication, division, fraction 
and percentage calculations. 
CITY OF ROCKVILLE 
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 Ability to operate data entry terminal, personal computer, calculator, microfiche reader, 
and other related equipment. 
 Ability to draft written correspondence to inquiries or concerns dealing with employees, 
outside organizations, and the general public. 
 Ability to acquire knowledge of real and personal property taxes. 
 Ability to understand automated financial systems. 
 Ability to reconcile financial information. 
 Ability to adapt to the changes that affect the operation of the division. 
 Ability to use word-processing and computerized recordkeeping systems. 
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CITY OF ROCKVILLE 
REVENUE SUPERVISOR 

 
CHARACTERISTICS OF CLASS: 
 
The Revenue Supervisor performs difficult professional and administrative work in managing 
revenue work relating to City utility, special assessments, accounts, taxes and receipts including the 
database and system administration for all related work.  The work requires contacts both inside and 
outside the City of Rockville at most all levels to explain matters, solicit cooperation, and enforce 
City ordinance, policy and procedures.  The work is light in nature involving considerable mental 
effort and stress through meeting set deadlines and often handling multiple projects concurrently.  
The work is subject to functional policies and goals under general managerial direction.  The 
incumbent participates with others in service delivery and supervision of subordinate staff.  The 
incumbent reports to the Director of Finance. 
 
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 and participates in the calculation, editing and mailing of utility (water, sewer, 
refuse) bills. 
 Supervises termination of water service for delinquent bills, approves payment plans and 
extensions of time to pay. 
 Receives and resolves customer complaints through a variety of media, makes appointments 
for Meter Service Technician to check meters, makes adjustments under City policies. 
 Supervises, reviews and participates in the administration of Utility Accounts Receivable 
System to ensure accurate billing and receipting of receivables. 
 Monitors Utility Billing System to achieve accurate and timely billing to customers. 
 Handles irate citizens through verbal and written communication in a tactful and courteous 
manner. 
 Approves and reviews refunds and adjustments. 
 Supervises the Special Assessment billing and collection function. 
 Acts as member of the Finance Management team. 

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE 
REVENUE SUPERVISOR 
PAGE TWO 
 
 
 Supervises and reviews delinquent accounts (Special Assessment, refuse, utilities, license & 
inspection liens) and submits lists to Montgomery County Government for tax sale. 

Monitors internal control systems for all cash receipting and utility billing functions. 
Performs internal audits of cash receipting systems, including utility billing functions. 
Manages all collection processing, depositing and cashiering functions. 
Supervises meter reading and meter systems and coordinates with Public Works as necessary. 
Reviews Montgomery County’s billing and receipting of real property and personal property 

taxes. 
 Prepares monthly reports for the accountants regarding the billing and receipting of real 
property and personal property taxes by Montgomery County. 
 Provides information for and issues certification to realtors and other interested parties 
concerning liens on and ownership of specified parcels. 
 Responsible for reviewing the transfer of property by the State of Maryland Assessment 
Office. 
 Administers an automated billing system. 
 Prepares files and archives data periodically. 

Creates, maintains and documents the users database for the City’s utility billing system. 
 Coordinates efforts with the City’s Computer Services regarding the utility billing and special 
assessment systems. 
 Schedules utility billing/special assessment time calendar designing time frame procedures. 
 Composes and reviews correspondence for the Revenue Division. 
 Verifies work by reviewing reports and being involved with employees on a daily basis. 
 Prepares the division’s annual budget. 
 Responds to auditors’ inquiries concerning billing and receipting of utilities, taxes and special 
assignments. 
 Prepares monthly schedules for the division.  
 Hires and trains new division employees. 
 Performs other duties as required. 
 
 
QUALIFICATIONS: 
 

Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to graduation from 
college with a bachelor’s degree in accounting or business administration and five years of 
progressively responsible experience involving revenue billing and record-keeping using automated 
systems including at least two years supervisory and program management responsibility.  Possession 
of an appropriate driver's license valid in the State of Maryland. Designation as a Certified Cash 
Manager or Certified Treasury Professional preferred. 
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Preferred Knowledge, Skills and Abilities: 
 
 Working knowledge of office practices, procedures, systems and equipment used in property 
tax accounting. 

Considerable knowledge of the municipal utility billing systems and procedures and of the 
ordinances and policies governing them. 
 Knowledge of tax and property records and legal and property instruments in the State of 
Maryland. 

Skill in establishing and maintaining effective working relationships with other employees 
and to deal tactfully with the public in the resolution of difficult and contentious matters. 
 Skill in operating a personal computer, calculator and other related equipment. Ability to learn 
the practices, procedures, systems, laws, ordinances, and policies governing the levying of City real 
and personal property taxes. 

Ability to make decisions recognizing established precedents and practices and to use 
resourcefulness and tact in meeting new problems. 
 Ability to prepare a variety of reports from records maintained. 
 Ability to develop and refine office procedures. 
 Ability to make maintenance and financial adjustments to automated utility billing accounts. 
. Ability to communicate on many levels with programmers and technical staff with regard to 
the utility billing hardware system. 
 Ability to oversee software upgrades or system conversions. 
  
Revised:  6/06 
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CHARACTERISTICS OF CLASS: 
 
The Revenue Supervisor performs difficult professional and administrative work in managing 
revenue work relating to City utility, special assessments, accounts, taxes and receipts including the 
database and system administration for all related work.  The work requires contacts both inside and 
outside the City of Rockville at most all levels to explain matters, solicit cooperation, and enforce 
City ordinance, policy and procedures.  The work is light in nature involving considerable mental 
effort and stress through meeting set deadlines and often handling multiple projects concurrently.  
The work is subject to functional policies and goals under general managerial direction.  The 
incumbent participates with others in service delivery and supervision of subordinate staff.  The 
incumbent reports to the Director of Finance. 
 
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 and participates in the calculation, editing and mailing of utility bills. 
 Supervises termination of water service for delinquent bills, approves payment plans and 
extensions of time to pay. 
 Receives and resolves customer complaints through a variety of media, makes appointments 
for Meter Service Technician to check meters, makes adjustments under City policies. 
 Supervises, reviews and participates in the administration of Utility Accounts Receivable 
System to ensure accurate billing and receipting of receivables. 
 Monitors Utility Billing System to achieve accurate and timely billing to customers. 
 Handles irate citizens through verbal and written communication in a tactful and courteous 
manner. 
 Approves and reviews refunds and adjustments. 
 Supervises the Special Assessment billing and collection function. 
 Supervises and reviews delinquent accounts (Special Assessment, refuse, utilities, license & 
inspection liens) and submits lists to Montgomery County Government for tax sale. 
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 Reviews Montgomery County’s billing and receipting of real property and personal property 
taxes. 
 Prepares monthly reports for the accountants regarding the billing and receipting of real 
property and personal property taxes by Montgomery County. 
 Provides information for and issues certification to realtors and other interested parties 
concerning liens on and ownership of specified parcels. 
 Responsible for reviewing the transfer of property by the State of Maryland Assessment 
Office. 
 Administers an automated billing system. 
 Prepares files and archives data periodically. 

Creates, maintains and documents the users database for the City’s utility billing system. 
 Coordinates efforts with the City’s Computer Services regarding the utility billing and special 
assessment systems. 
 Schedules utility billing/special assessment time calendar designing time frame procedures. 
 Composes and reviews correspondence for the Revenue Division. 
 Verifies work by reviewing reports and being involved with employees on a daily basis. 
 Prepares the division’s annual budget. 
 Responds to auditors’ inquiries concerning billing and receipting of utilities, taxes and special 
assignments. 
 Prepares monthly schedules for the division.  
 Hires and trains new division employees. 
 Performs other duties as required. 
 
QUALIFICATIONS: 
 

Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to graduation from 
college with a bachelor’s degree in accounting or business administration and five years of 
progressively responsible experience involving revenue billing and record-keeping using automated 
systems including at least two years supervisory and program management responsibility.  Possession 
of an appropriate driver's license valid in the State of Maryland. 
 

Preferred Knowledge, Skills and Abilities: 
 
 Working knowledge of office practices, procedures, systems and equipment used in property 
tax accounting. 
 Considerable knowledge of the municipal utility billing systems and procedures and of the 
ordinances and policies governing them. 
 Knowledge of tax and property records and legal and property instruments in the State of 
Maryland. 

Skill in establishing and maintaining effective working relationships with other employees 
and to deal tactfully with the public in the resolution of difficult and contentious matters. 
 Skill in operating a personal computer, calculator and other related equipment. 
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 Ability to learn the practices, procedures, systems, laws, ordinances, and policies governing 
the levying of City real and personal property taxes. 

Ability to make decisions recognizing established precedents and practices and to use 
resourcefulness and tact in meeting new problems. 
 Ability to prepare a variety of reports from records maintained. 
 Ability to develop and refine office procedures. 
 Ability to make maintenance and financial adjustments to automated utility billing accounts. 
. Ability to communicate on many levels with programmers and technical staff with regard to 
the utility billing hardware system. 
 Ability to oversee software upgrades or system conversions. 
  
Revised:  9/04 

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE 
SAFETY & RISK MANAGER 

 
CHARACTERISTICS OF CLASS: 
 
The Safety and Risk Manager performs difficult professional and intermediate administrative 
work in the execution of a comprehensive Safety and Risk Management Program and other 
Human Resource Programs for the City.  Work in this class requires proactive participation with 
individuals both within and outside the Department and City in the development, explanation, 
promotion and management of safety, insurance and risk management and related programs.  
These contacts include using persuasion, coordination and explanation in obtaining desired 
actions and tactfully handling personal relationships.  Most of the work requires light physical 
demands usually under good working conditions, producing considerable mental effort and stress 
by handling multiple projects concurrently and meeting deadlines.  The work is subject to 
functional policies and goals under only general managerial direction and subject to general 
supervisory review at times by the Director of Human Resources for some of the assigned 
programs.  The work involves program development and has serious consequences on the 
delivery of services.  May supervise the work of support staff and may direct and coordinate 
related work with other departments. 
 
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: 
 
 In collaboration with all City departments and staff administers and manages the City’s 
Safety, Claims Management and Risk Management Programs, including:  

Workers Compensation incident review reporting, leave approval, third party claims, 
legal and policy compliance, costs control, claims processing, alternative work, surveillance 
activities, benefits payment, claims processing, hearings testimony, etc. On and Off the Job 
Injury, Sick Leave and Income Protection Plan Management. 
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Liability and Property loss claims processing, customer issue resolution, records 
management, interrogatories responses, testifying, coordination of legal issues, investigation, 
improvement recommendations, cost maintenance and reduction, subrogation of funds, etc. 
Represents the City on the Self-Insurance Panel and Claims Settlement Committee; coordinates 
claims management, settlement and insurance strategy; reviews and analyzes financial matters; 
develops new insurance coverage; negotiates and obtains insurance coverage contracts; 
recommends coverage limits; etc.   

Develops, implements, conducts and monitors the safety program including a variety of 
extensive in-house safety related training (i.e. respirators, CPR, First Aid, Accident Prevention 
and Reporting, goggles, earplugs etc.) in a variety of ways (i.e. tool box talks, manuals, computer 
based, Power Point, etc.), manages safety compliance; reviews City programs; reviews accidents 
and ensures appropriateness and consistency of management; manages MOSH and OSHA 
inspections and compliance; conducts and manages training; coordinates efforts with various 
contractors and vendors; develops strategy for dealing with OSHA, MOSH, etc.; makes public 
presentations; prepares appropriate responses; coordinates all efforts; ensures compliance with 
DOT, Random, Post Accident Drugs and Alcohol Testing etc. of  participants in disciplinary 
matters; ensures completion of required (i.e. OSHA 300) forms; etc. 

Acts as City liaison with a variety of officials and managers, coordinating and 
disseminating safety and risk management information; develops contingency plans for City 
services for special projects and programs etc.; manages City participation in the County’s 
Hazardous Materials Usage Programs; etc.  Assists in the submission of applications for 
reimbursement for emergency events to FEMA and other agencies. 
 Manages environmental issues:  identifies hazards; develops and approves remedial 
plans, hazardous waste handling and disposal; interprets regulations; files appropriate reports, 
coordinates issues etc. 
 Assists other Department Administrators in the execution of a variety of other projects 
and programs. 
 Performs other duties as required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience equivalent to a Bachelor’s Degree from an 
accredited university or college in Safety and Risk Management, Public or Business 
Administration or a closely related field and five years of progressively more responsible 
experience in Safety Administration and Risk Management, three of which must include 
program responsibility.  Possession of an appropriate driver’s license valid in the State of 
Maryland. 
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 Preferred Knowledge, Skills and Abilities: 
 
 Thorough knowledge of the principles and methods used in developing, establishing and 
maintaining a government safety program. 
 Thorough knowledge of Federal and State of Maryland Occupational Safety and Health 
Standards. 
 Thorough knowledge of proper method of compliance and complaint abatement. 
 Skill in developing and delivering effective safety related training. 
 Skill in dealing effectively with both individuals and groups of individuals at a full range 
of levels. 
 Ability to manage a variety of programs including safety training, claims processing, 
compliance, etc. 
 Ability to detect unsafe conditions and practices and effect appropriate action. 
 Ability to compile, analyze and utilize statistical data as it relates to safety programs. 
 
Revised: 8/06 
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CHARACTERISTICS OF CLASS: 
 
The Safety and Risk Management Administrator performs difficult professional and 
administrative work in the execution of a comprehensive Safety and Risk Management Program 
for the City.  Work in this class requires proactive to influential participation with individuals 
both within and outside the Department and City and occasional contacts with officials at higher 
levels in the development, explanation, promotion and management of safety, risk management, 
liability, insurance management and related programs.  These contacts include using 
considerable tact, discretion and persuasion in obtaining desired actions and handling difficult 
personal relationships.  Most of the work requires light physical demands usually under good but 
often somewhat disagreeable working conditions.  The work is subject to functional policies and 
goals under only general managerial direction and subject to general supervisory review at times 
for some of the assigned programs.  The work involves program development and has serious 
consequences on the delivery of services.  Supervises the work of support staff and may direct 
and coordinate related work with other departments. 
 
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: 
 
 Administers and manages the City’s Safety, Claims Management and Risk Management 
Programs.   

Related to Workers Compensation, is responsible for:  incident reviews reporting, leave 
approval, third party claims, legal and policy compliance, costs control, claims processing, 
alternative work, surveillance activities, benefits payment, claims processing, testifying at 
hearings, etc. 

Related to Liability to Property Issues, is responsible for:  claims processing, customer 
issue resolution, records management, interrogatories responses, testifying, coordination of legal  
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issues, investigation, improvement recommendations, cost maintenance and reduction, 
subrogation of funds, etc. 

For the Risk Management Program:   represents the City on the Self-Insurance Panel and 
Claims Settlement Committee; coordinates claims management, settlement and insurance 
strategy; reviews and analyzes financial matters; develops new insurance coverage; negotiates 
insurance coverage contracts; recommends coverage limits; etc.  
 For Occupational Safety and Health:   Develops, implements and audits the safety 
program; manages safety compliance; reviews City programs; reviews accidents and ensures 
appropriateness and consistency of management; manages MOSH and OSHA inspections and 
compliance; conducts and manages training; coordinates efforts with various contractors and 
vendors; develops strategy for dealing with OSHA, MOSH, etc.; makes public presentations; 
prepares appropriate responses; coordinates all efforts; ensures compliance with DOT, Random, 
Post Accident Drugs and Alcohol Testing etc. of  participants in disciplinary matters; ensures 
completion of required (ie OSHA 200) forms; etc. 
 For Emergency Management:  represents all Montgomery County Municipalities on the 
local Emergency Planning Council; represents the City and is the primary contact to the 
Montgomery County Emergency Management Group; acts as City liaison with a variety of  
officials and managers, coordinating and disseminating emergencies information; develops 
contingency plans for City services for emergencies, special and unique projects and programs 
etc.; manages City participation in the County’s Hazardous Materials Usage Programs; etc. 
 Manages environmental issues relative to:  identifying hazards; developing and approving 
remedial plans; hazardous waste handling and disposal; interpretation of regulations; proper 
filing of appropriate reports, coordination of issues with manager; etc. 
 Performs other duties as required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience equivalent to a Bachelor’s Degree from an 
accredited university or college in Safety and Risk Management, Public or Business 
Administration or a closely related field and five years of progressively more responsible 
experience in Safety and Risk Management and related Administration, three of which must 
include program responsibility.  Possession of an appropriate driver’s license valid in the State of 
Maryland. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Thorough knowledge of the principles and methods used in developing, establishing and 
maintaining a government safety program. 
 Thorough knowledge of Federal and State of Maryland Occupational Safety and Health 
Standards. 
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 Thorough knowledge of proper method of compliance and complaint abatement. 
 Skill in dealing effectively with both individuals and groups of individuals at a full range 
of levels. 
 Ability to manage a variety of programs including safety training, claims processing, 
compliance, etc. 
 Ability to detect unsafe conditions and practices and effect appropriate action. 
 Ability to compile, analyze and utilize statistical data as it relates to safety programs. 
 
Revised: 9/04 
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CHARACTERISTICS OF CLASS: 
 
The Safety and Risk Manager performs difficult professional and intermediate administrative 
work in the execution of a comprehensive Safety and Risk Management Program and other 
Human Resource Programs for the City.  Work in this class requires proactive participation with 
individuals both within and outside the Department and City in the development, explanation, 
promotion and management of safety, insurance and risk management and related programs.  
These contacts include using persuasion, coordination and explanation in obtaining desired 
actions and tactfully handling personal relationships.  Most of the work requires light physical 
demands usually under good working conditions, producing considerable mental effort and stress 
by handling multiple projects concurrently and meeting deadlines.  The work is subject to 
functional policies and goals under only general managerial direction and subject to general 
supervisory review at times by the Director of Human Resources for some of the assigned 
programs.  The work involves program development and has serious consequences on the 
delivery of services.  May supervise the work of support staff and may direct and coordinate 
related work with other departments. 
 
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: 
 
 In collaboration with all City departments and staff administers and manages the City’s 
Safety, Claims Management and Risk Management Programs, including:  

Workers Compensation incident review reporting, leave approval, third party claims, 
legal and policy compliance, costs control, claims processing, alternative work, surveillance 
activities, benefits payment, claims processing, hearings testimony, etc. On and Off the Job 
Injury, Sick Leave and Income Protection Plan Management. 
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Liability and Property loss claims processing, customer issue resolution, records 
management, interrogatories responses, testifying, coordination of legal issues, investigation, 
improvement recommendations, cost maintenance and reduction, subrogation of funds, etc. 
Represents the City on the Self-Insurance Panel and Claims Settlement Committee; coordinates 
claims management, settlement and insurance strategy; reviews and analyzes financial matters; 
develops new insurance coverage; negotiates and obtains insurance coverage contracts; 
recommends coverage limits; etc.   

Develops, implements, conducts and monitors the safety program including a variety of 
extensive in-house safety related training (i.e. respirators, CPR, First Aid, Accident Prevention 
and Reporting, goggles, earplugs etc.) in a variety of ways (i.e. tool box talks, manuals, computer 
based, Power Point, etc.), manages safety compliance; reviews City programs; reviews accidents 
and ensures appropriateness and consistency of management; manages MOSH and OSHA 
inspections and compliance; conducts and manages training; coordinates efforts with various 
contractors and vendors; develops strategy for dealing with OSHA, MOSH, etc.; makes public 
presentations; prepares appropriate responses; coordinates all efforts; ensures compliance with 
DOT, Random, Post Accident Drugs and Alcohol Testing etc. of  participants in disciplinary 
matters; ensures completion of required (i.e. OSHA 300) forms; etc. 

Acts as City liaison with a variety of officials and managers, coordinating and 
disseminating safety and risk management information; develops contingency plans for City 
services for special projects and programs etc.; manages City participation in the County’s 
Hazardous Materials Usage Programs; etc.  Assists in the submission of applications for 
reimbursement for emergency events to FEMA and other agencies. 
 Manages environmental issues:  identifies hazards; develops and approves remedial 
plans, hazardous waste handling and disposal; interprets regulations; files appropriate reports, 
coordinates issues etc. 
 Assists other Department Administrators in the execution of a variety of other projects 
and programs. 
 Performs other duties as required. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience equivalent to a Bachelor’s Degree from an 
accredited university or college in Safety and Risk Management, Public or Business 
Administration or a closely related field and five years of progressively more responsible 
experience in Safety Administration and Risk Management, three of which must include 
program responsibility.  Possession of an appropriate driver’s license valid in the State of 
Maryland. 
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 Preferred Knowledge, Skills and Abilities: 
 
 Thorough knowledge of the principles and methods used in developing, establishing and 
maintaining a government safety program. 
 Thorough knowledge of Federal and State of Maryland Occupational Safety and Health 
Standards. 
 Thorough knowledge of proper method of compliance and complaint abatement. 
 Skill in developing and delivering effective safety related training. 
 Skill in dealing effectively with both individuals and groups of individuals at a full range 
of levels. 
 Ability to manage a variety of programs including safety training, claims processing, 
compliance, etc. 
 Ability to detect unsafe conditions and practices and effect appropriate action. 
 Ability to compile, analyze and utilize statistical data as it relates to safety programs. 
 
Revised: 7/07 
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CHARACTERISTICS OF CLASS: 
 
The Sanitation Operator serves the community as refuse collector and supervises other crew 
members to ensure proper service to the community.  Work involves considerable responsibility 
for supervising the operation of a refuse collection crew in addition to the operation of refuse 
vehicles and other equipment.  Employees of this class are regularly assigned to a crew and are 
responsible for keeping the crew moving on schedule.  Work is performed under the general 
supervision of a Crew Supervisor and the Sanitation Superintendent who, through the Crew 
Supervisor, assigns routes and reviews work through inspections and investigations of customer 
requests. 
 
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 Sanitation Workers on collection routes and assigns specific tasks. 
 Regularly operates collection equipment and trucks, and assists in collection of refuse 
being loaded or unloaded. 
 Supervises the washing and servicing of refuse collection equipment. 
 Informs customers of collection schedules and policies. 
 Performs routine inspections of collection equipment. 
 Completes time sheets for all workers. 
 Performs other duties as required by the City. 
 
 
 
 
 

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE 
SANITATION OPERATOR 
PAGE TWO 
 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to graduation from 
high school, and two years of experience in refuse collection procedures, practices and 
equipment.  Must have Commercial Driver’s License (CDL) or CDL learner’s permit and be able 
to obtain CDL license within 30 days of employment. 
 
 Preferred Knowledge, Skills and Abilities: 
 
 Considerable knowledge of occupational hazards and safety procedures in refuse 
collection equipment. 
 Working knowledge of general maintenance of collection equipment and practices. 
 Working knowledge of traffic laws and procedures as applied to collection vehicles. 
 Some  knowledge of principles and practices of operating and servicing trucks and 
equipment. 
 Ability to layout and supervise the work of a small group of workers. 
 Ability to understand and follow oral and written instructions. 
 Ability to operate heavy trucks and equipment in a safe and efficient manner. 
 Ability to establish and maintain effective working relationships with crew supervisors, 
employees and the general public contacted in the course of work. 
 Sufficient physical strength and ability to perform sustained and heavy manual work 
under varying working conditions. 
 

EOE 
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CHARACTERISTICS OF CLASS: 
 
The Sanitation Superintendent performs difficult technical and administrative work 
involved in managing the refuse collection, special collection and recycling programs. 
The employee is responsible for the development and implementation of all policies and 
procedures involved in the record keeping, planning, organizing, and scheduling for the 
division. The work requires outside and inside contacts to carry out division programs. 
The physical demands are moderate with somewhat disagreeable working conditions 
when working in the field. 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: 
 

 Plans, organizes, schedules, advises, trains and inspects the work of a number of 
subordinate supervisors in a wide variety of refuse collection programs, recycling 
programs and general labor activities. 

Ensures compliance with all State and Federal laws and regulations. 
Determines collection routes and dispatches workers, equipment and materials to 

various work sites, in accordance with approved programs and activities including City 
parks receptacles, street containers, dumpsters, and household hazardous waste. 

Ensures there is adequate staff to accomplish division activities. 
Receives work orders and citizen requests for information or service and takes 

appropriate actions. 
Assumes direct supervision for special projects when necessary. 

 Monitors work safely to ensure compliance with Federal, State, local and 
Department rules, regulations and laws. 
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 Develops and prepares the Sanitation Division's operating budget and performance 
measures. 
  Recommends operational and managerial changes to improve services to citizens. 
  Prepares reports and memorandums to summarize division operations, to respond 
to inquiries and to make recommendations. 
  Designs, approves and inspects special projects, sets quality standards and advises 
on operational safety measures. 
  Assists in the investigation of accidents involving refuse employees and 
equipment. 
  Performs other duties as required. 
 
OUALIFICATIONS: 
 

Required Trainine and Experience: 
 

Any combination of training and experience substantially equivalent to an 
Associate of Arts degree in business management or related field and six years 
experience in the area of refuse collection, recycling or related work, 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 municipal 
refuse collection. 
 Thorough knowledge of the occupational, public and private hazards and 
precautions applicable to the refuse collection and recycling field. 
 Thorough knowledge of the standard practices, materials, tools and equipment 
used in refuse collection, disposal, recycling, and general labor activities. 
 Knowledge of the operational capacities and maintenance requirements of a wide 
variety of refuse equipment. 

Ability to plan, organize and effectively supervise, through subordinates, 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. 
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SANITATION WORKER- L2 

 
CHARACTERISTICS OF CLASS: 
 
The Sanitation Worker is involved with heavy manual, equipment operation, and occasional 
supervisory work in collecting garbage and refuse.  Work involves responsibility for collecting 
garbage and refuse, and operating a collection truck and equipment.  An employee of this class 
works under close supervision of a Sanitation Operator, but may be occasionally assigned to 
supervise the crew. 
 
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: 
 
 Lifts refuse cans; carries empty and filled refuse tubs considerable distances. 
 Polices the immediate area of refuse containers located on private property. 
 Dumps refuse tubs in compactor trucks. 
 Washes and cleans refuse equipment. 
 Keeps the loading area in the street clean and free of litter. 
 Operates truck and refuse collection equipment. 
 Supervises and instructs lower classified employees as assigned. 
 Performs other duties as required by the City. 
 
QUALIFICATIONS: 
 
 Required Training and Experience: 
 
 Any combination of training and experience substantially equivalent to completion of the 
eighth grade, and some experience in performing heavy manual work; or any equivalent 
combination of training and experience.  Experience in refuse collection is preferred.  Must have 
Commercial Driver’s License (CDL) or CDL learner’s permit and be able to obtain CDL license 
within 30 days of employment. 
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