CITY OF ROCKVILLE
ASSISTANT GOLF COURSE SUPERINTENDENT

CHARACTERISTICS OF CLASS:

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

EXPECTATIONS OF ALL CITY EMPLOYEES:

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

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

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

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

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

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

Produce desired work outcomes including quality, quantity and timeliness.

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

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

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

EXAMPLES OF DUTIES:

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

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

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

Assists with golf equipment maintenance.

Helps ensure that all USGA rules and regulations are enforced.

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

Schedules and oversees the work of subordinates.

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

Performs other tasks and duties as required.

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

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

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

QUALIFICATIONS:

Required Training and Experience:

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

Preferred Knowledge, Skills and Abilities:

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

Considerable knowledge of USGA rules and regulations.

Ability to manage and supervise work crews.

Ability to interact with the public.

Revised 9/04
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CITY OF ROCKVILLE
ASSOCIATE PRODUCER/DIRECTOR

CHARACTERISTICS OF CLASS:

The Associate Producer/Director performs intermediate technical and professional work
performing duties related to writing, producing and directing material for cable television. The
incumbent works with other employees and City officials, supplying and seeking information on
specialized matters and the work is performed under general direction and supervisory review.
The physical demands are moderate, occasionally lifting heavy video equipment and the working
conditions are good. The incumbent occasionally directs the work of one or more production
assistants and coordinates production details with the Cable TV Production Specialists.

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 writes long form videos, documentaries, promotional announcements,
public service announcements, news stories and programs, and other types of television
programs in appropriate TV form and format.

Selects and times sound bites.

Produces television programs by organizing, coordinating and scheduling all aspects
including pre and post production, as assigned, within time and budget constraints.

Creates and develops appropriate format and ensures programs are produced to most
effectively, and interestingly, communicate using available resources.

Plans and conducts video taped and non-video taped interviews.

Directs live coverage of Mayor and Council meetings (specifically, work sessions) and
Planning Commission/Historic District Commission/Board of Appeals meetings, including
preparation, ensuring all equipment is set-up, tested, and ready for production, and including
preparation of all visual elements.

Coordinates personnel, including scheduling of part-time temporary and regular workers.

Records and prepares meeting coverage for playback.
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Assists departments in planning and executing presentations to the Mayor and Council,

Planning Commission/Historic District Commission/Board of Appeals, City staff and the public.
orks directly with the City Manager, department directors, and outside agencies on the
creative production of graphics, video presentations and displays.

Shoots videotape in field and studio situations using professional cameras and other
equipment.

Sets up and operates professional video and audio equipment, including, but not limited to,
cameras, lights, sets, props, video tape recorders, standard and computerized editors, production
switcher, character generator, graphics computer, audio board, prompter, and microphones in
studio and field productions.

Creates text and graphic messages for computerized television bulletin board; maintains
content of bulletin board.

Digitizes programs for playback on video server; programs video server automation
system.

Performs other duties as required.

QUALIFICATIONS:

Minimum 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 television production,
broadcasting, communications, journalism, or related field and two years of experience in
broadcast writing or production, film and video, mass communications, or related field.

Preferred Knowledge, Skills and Abilities:

Knowledge of the technical aspects and proper use and maintenance of video recording,
editing, television, audio, and related equipment.

Knowledge of the methods and procedures necessary in coordinating, organizing and
directing both live and recorded programs.

Knowledge of the laws, rules, regulations, ordinances, etc. associated with the recording
and transmission of programs.

Knowledge of television scripting styles and format.

Thorough understanding of the creative aspects of television production.

Skill in the use and maintenance of video recording and editing and associated
equipment.

Skill in directing the video taping of City related events.

Ability to write and produce professional television programs that visually communicate
a desired message.

Ability to determine technical quality of any material edited or recorded by other staff.

Ability to trouble shoot technical problems.

Ability to organize work and procedures and to develop schedules to meet production
deadlines.
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Ability to deal effectively with and motivate individuals and groups of individuals to
achieve desired goals.

Ability to work a flexible schedule that includes regular weekday evening assignments
and occasional weekend assignments.

Revised: 1/06
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CITY OF ROCKVILLE
ASSOCIATE PRODUCER/DIRECTOR

CHARACTERISTICS OF CLASS:

The Associate Producer/Director performs intermediate technical and professional work
performing duties related to writing, producing and directing material for cable television. The
incumbent works with other employees and City officials, supplying and seeking information on
specialized matters and the work is performed under general direction and supervisory review.
The physical demands are moderate, occasionally lifting heavy video equipment and the working
conditions are good. The incumbent occasionally directs the work of one or more production
assistants and coordinates production details with the Cable TV Production Specialists.

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 writes long form videos, documentaries, promotional announcements,
public service announcements, news stories and programs, and other types of television
programs in appropriate TV form and format.

Selects and times sound bites.

Produces television programs by organizing, coordinating and scheduling all aspects
including pre and post production, as assigned, within time and budget constraints.

Creates and develops appropriate format and ensures programs are produced to most
effectively, and interestingly, communicate using available resources.

Plans and conducts video taped and non-video taped interviews.

Directs live coverage of Mayor and Council meetings (specifically, work sessions) and
Planning Commission meetings, including preparation, ensuring all equipment is set-up, tested,
and ready for production, and including preparation of all visual elements.

Coordinates personnel, including scheduling of part-time temporary and regular workers.

Records and prepares meeting coverage for playback.

Assists departments in planning and executing presentations to the Mayor and Council,
Planning Commission, City staff and the public.
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Works directly with the City Manager, department directors, and outside agencies on the
creative production of graphics, video presentations and displays.

Shoots videotape in field and studio situations using professional cameras and other
equipment.

Sets up and operates professional video and audio equipment, including, but not limited to,
cameras, lights, sets, props, video tape recorders, standard and computerized editors, production
switcher, character generator, graphics computer, audio board, prompter, and microphones in
studio and field productions.

Shoots videotape in field and studio situations using professional cameras and other
equipment. Sets up and operates professional video and audio equipment, including, but not
limited to, cameras, lights, sets, props, video tape recorders, standard and computerized editors,
production switcher, character generator, graphics computer, audio board, prompter, and
microphones in studio and field productions.

Creates text and graphic messages for computerized television bulletin board; maintains
content of bulletin board.

Digitizes programs for playback on video server; programs video server automation
system.

Performs other duties as required.

QUALIFICATIONS:

Minimum Training and Experience:

Any combination of training and experience substantially equivalent to graduation from
an accredited college or university with an bachelor's degree in television production,
broadcasting, communications, journalism, or related field and two years of experience in
broadcast writing or production, film and video, mass communications, or related field.

Preferred Knowledge, Skills and Abilities:

Knowledge of the technical aspects and proper use and maintenance of video recording,
editing, television, audio, and related equipment.

Knowledge of the methods and procedures necessary in coordinating, organizing and
directing both live and recorded programs.

Knowledge of the laws, rules, regulations, ordinances, etc. associated with the recording
and transmission of programs.

Knowledge of television scripting styles and format.

Thorough understanding of the creative aspects of television production.

Skill in the use and maintenance of video recording and editing and associated
equipment.

Skill in directing the video taping of City related events.

Ability to write and produce professional television programs that visually communicate
a desired message.
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Ability to determine technical quality of any material edited or recorded by other staff.

Ability to trouble shoot technical problems.

Ability to organize work and procedures and to develop schedules to meet production
deadlines.

Ability to deal effectively with and motivate individuals and groups of individuals to
achieve desired goals.

Created: July, 2002
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CITY OF ROCKVILLE
BUYER I

CHARACTERISTICS OF CLASS:

The Buyer | performs intermediate paraprofessional and difficult administrative work
involved with purchasing activities for the City. The incumbent directly assists the Contract
Officer and user departments supplying and seeking information on matters related to the
procurement of goods and services, specifically those valued up to $15,000. The physical
demands are limited and the working conditions are good with some stress related to the review
of user department’s purchasing activities with meaningful impact. The Buyer | may manage,
advise and offer direction to other divisions and departments relative to purchasing activities.

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:

Provides information and guidance city-wide to personnel involved in the purchase of
goods and services under $15,000.

Schedules and provides training city-wide on purchasing procedures and policies.

Researches and supplies information to user departments on purchasing policies,
practices and procedures.

Screens incoming requisition forms for completeness and accuracy in compliance with
purchasing policy.

Assigns vendor codes and inputs purchase orders, price agreements, and other relevant
data as necessary into the automated financial system.

Maintains working relationship with user departments on matters relating to substitutions,
equivalents, delivery schedules and vendor problems.

Assists in the development of Request for Quotations (RFQ’s).

Receives and evaluates RFQ’s for compliance with requirements. Reviews, revises and
approves RFQ’s prepared by the user departments.

Identifies and prepares solicitations for the purchase of goods and services under
$15,000.
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Develops lists of potential bidders through internet web site searches, vendor
applications, contacts in the industry, the Thomas Register and other resource books.

Prepares award letters, contracts and purchasing requisition.

Assists with the coordination and administration of the Purchasing Card Program.

Performs duties related to contract management.

Maintains contracts, and the Master Contract Log, to assure all information is current.

Secures and reviews new contracts to determine feasibility for use by the City.

Prepares award letters, contract documents, purchase requisitions and mayor and council
agenda sheets.

Provides bid/award information and master contract log changes to web administrators on
City and County websites.

Searches internet web sites of state, county and municipal governments to obtain and
review bids to determine feasibility for use by the City.

Identifies potential contracts, bid by other local governments that can be used by the city.

Conducts periodic reviews of user department’s purchases to determine if purchases are
in accordance with procurement procedures and requirements.

Identifies and implements procurement methods to ensure future purchases are in
accordance with procurement procedures.

Manages, advises and offers direction to other divisions and departments relative to
purchasing activities.

Develops invitations for bids and requests for proposals for purchases over $15,000.

Researches and develops bid specifications utilizing web sites, existing specifications,
and other specifications from other jurisdictions.

Performs selection of potential bidders using internet, vendor applications, contacts in the
industry, the Thomas Register, yellow pages and other resource books.

Reviews, evaluates and awards bids.

Performs various administrative duties as necessary.

Performs other duties as required.

REQUIREMENTS:

Minimum Training and Experience:

Any combination of training and experience substantially equivalent to a Bachelor's
Degree from an accredited college or university with major course work in business, purchasing
or related field and three years of progressively responsible experience in purchasing or a
purchasing related field. Possession of an appropriate driver's license valid in the State of
Maryland. Must possess certification as a Professional Public Buyer or be able to obtain
certification within a reasonable time as determined by the City.

Desired Knowledge, Skills and Abilities:

Knowledge of modern office procedures and practices.
Considerable knowledge of Business English, spelling, arithmetic, punctuation, filing,
and grammar, and possession of a good vocabulary.
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Working knowledge of governmental purchasing procedures.

Basic knowledge of the functions, general procedures and requirements of a
governmental jurisdiction.

Skill in the use of word processing and data processing equipment.

Ability to make decisions in accordance with rules, regulations, and department policies
and procedures, as well as the ability to use resourcefulness in meeting new situations.

Ability to carry out with limited supervision continuing assignments requiring the
presentation of material and the maintenance of records.

Ability to deal with the public and other employees courteously and tactfully and to
convey concise and accurate explanations of policies, procedures, and requirements.

NOTE: (Employees who have completed their initial probationary period and who have
received the required certification, will move to the Buyer Il position in the pay
period immediately following receipt of proof of certification by the Personnel
Department.)

Revised: 9/04
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CITY OF ROCKVILLE
CABLE TELEVISION PRODUCTION SPECIALIST Il

CHARACTERISTICS OF CLASS:

The Cable Television Production Specialist 11 performs intermediate technical work in support of
the Cable Television Division of the Information & Technology Department including editing
video tape, directing production, maintaining video equipment, and scheduling temporary
workers. The work requires a reactive approach in support of divisional goals. The physical
demands are moderate occasionally requiring lifting of heavy production equipment. The
working conditions can be stressful due to meeting the needs of several City departments with
meaningful impact on the final product. The production work is subject to general policy
direction, practices and procedures under the general supervisory review of the Cable TV
Program and Telecommunications Coordinator.

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:

Creates a finished television product from raw tape, a script and other elements through
editing, creating graphics and special effects, and selecting appropriate sound.

Electronically assembles various images and sounds into a completed television program.

Selects most appropriate and effective images and sounds to accompany written story
ideas.

Catalogs recorded video tapes.

Completes audio/video service requests from citizens, businesses and other City
departments such as video copies of recorded meetings or programs, production of video news
releases for television stations and inter-departmental requests for recording training sessions and
award applications.

Directs television live and taped programming through the coordination of personnel,
equipment, and visual and audio elements.

CITY OF ROCKVILLE
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Directs the live coverage of Mayor and Council meetings ensuring all equipment is set-up
tested and ready for production.

Assists departments in planning and executing presentations to the Council, City staff and
the public. Works directly with the City Manager, department directors, and outside agencies on
the creative production of graphics, video presentations and displays.

Maintains all City professional video-related equipment.

Develops and maintains an effective and flexible audio, video, and broadcast system
configuration and performs intermediate level repairs and maintenance.

Coordinates and schedules extensive equipment repairs directly with outside contractors.

As a member of the production team, helps create and develop new programs and
improve/modify existing ones.

Assists with the planning, purchasing, installation and operation of new equipment and
creates system diagrams and equipment records.

Trains and directs temporary staff on the operation and care of all equipment.

Performs other related duties as assigned.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to a Bachelor’s
Degree from an accredited university or college in broadcasting, broadcast engineering,
television production or related field and two years of experience in television or video
production including operation and care of equipment, editing, coordinating of participants,
materials, props, etc. Must possess a driver’s license valid in the State of Maryland.

Preferred Knowledge, Skills and Abilities:

Thorough knowledge of the technical aspects and proper use and maintenance of video
recording, editing, television, audio, and related equipment.

Thorough knowledge of the methods and procedures necessary in coordinating,
organizing and directing both live and recorded programs.

Thorough knowledge of the laws, rules, regulations, ordinances, etc. associated with the
recording and transmission of programs.

Thorough understanding of the creative aspects of television production.

Skill in the use and maintenance of video recording and editing and associated
equipment.

Skill in directing the video taping of City related events.

Ability to determine technical quality of any material edited or recorded by other staff.

Ability to trouble shoot technical problems.

Ability to organize work and procedures and to develop schedules to meet production
deadlines.

Ability to deal effectively with and motivate individuals and groups of individuals to
achieve desired goals.

Revised: 9/04
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CITY OF ROCKVILLE
COMMERCIAL PROPERTY CODES INSPECTOR

CHARACTERISTICS OF ClL ASS:

The position of Commercial Property Codes Inspector performs intermediate technical work using a
proactive approach in securing and maintaining compliance with ordinances and regulations relating to
property maintenance, fire and safety, health, zoning, occupational licensing, signs, construction codes
and Use Permit compliance within the City primarily for commercial properties. The physical demands
are light occasionally requiring such things as the removal of illegally placed signs, and the working
conditions are somewhat disagreeable due to the elements. The work is directed by the Supervisor of
Housing and Community Enhancement and affects individual citizens and businesses in Rockville with
meaningful impact.

EXPECTATIONS OF ALL CITY EMPIL OYEES:

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

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

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

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

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

Produce desired work outcomes including quality, quantity and timeliness.

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

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

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

EXAMPLES OF DUTIES:

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.

Works with the Maryland Department of the Environment and the County’s Fire Department
related to hazardous spills.

Regularly inspects commercial, industrial and hotel/motel properties to verify compliance with
City property maintenance, fire and safety, zoning, and related codes and ordinances.

Investigates and resolves citizen complaints regarding rodents, snow and ice, weeds, refuse,
vehicles and other health and safety nuisances at both residential and nonresidential properties.

Confers with and advises owners, tenants, contractors, agents and members of the business
community regarding various code requirements and means required to achieve code compliance.
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Performs inspections relative to permits issued for signs, and licenses for vendors and
amusement establishments.

Enforces oversized vehicle regulations and investigates complaints relative to parking violations.

Appears in court when necessary and produces documents and testimony to have legal action
taken against property owners in an attempt to gain code compliance.

Inspects properties for compliance with conditions of Use Permits and Special Exceptions.
Evaluates exterior property conditions for site plan adherence.

Physically removes illegally-erected signs from public property and rights-of-way.

Makes independent inspections of commercial/industrial areas for compliance with zoning
ordinance, property maintenance code, and other City codes and ordinances.

Inputs inspection data into the computer system.

Holds hearings on oversized vehicles.

Accurately prepares violation notices and citations, which are sent to property owners in order to
achieve compliance with code requirements.

Handles inquiries from the public, and when necessary, refers questions to the appropriate
Department.

Performs other duties as required.

MINIMUM QUALIFICATIONS:
- | . :

Any combination of training and experience substantially equivalent to graduation from high
school and two year's experience in property management, housing code enforcement or building
construction trades. Possession of an appropriate driver's license valid in the State of Maryland.
Possession of (or the ability to obtain) a State of Maryland Industrialized Building Inspectors
certification and be certified by ICC as a Building Inspector within a reasonable time as determined by
the City.

lede. Skills and Abilities:

Considerable knowledge of City of Rockville Basic Property Maintenance Code, Zoning
Ordinances, One and Two Family Dwelling Code, rental facilities and landlord/tenant ordinances,
zoning ordinance, amusement and vendor ordinances.

Considerable knowledge in the interpretation of City codes, ordinances and regulations.

Ability to describe code related conditions in detail and maintain extensive records on case
histories.

Ability to establish and maintain effective working relationships with homeowners, architects,
developers, contractors, other employees and the general public.

Ability to be tactful but firm during contentious circumstances.

Ability to be effective and concise in oral and written communication.

Ability to input data into a computer system.

EOE

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE
COMMERCIAL PROPERTY CODES INSPECTOR

CHARACTERISTICS OF ClL ASS:

The position of Commercial Property Codes Inspector performs intermediate technical work using a
proactive approach in securing and maintaining compliance with ordinances and regulations relating to
property maintenance, fire and safety, health, zoning, occupational licensing, signs, construction codes
and Use Permit compliance within the City primarily for commercial properties. The physical demands
are light occasionally requiring the removal of signs, and the working conditions are somewhat
disagreeable due to working outside. The work is directed by the Supervisor of Housing and
Community Enhancement and affects individual citizens and businesses in Rockville with meaningful
impact.

EXPECTATIONS OF ALL CITY EMPIL OYEES:

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

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

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

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

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

Produce desired work outcomes including quality, quantity and timeliness.

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

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

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

EXAMPLES OF DUTIES:

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.

Regularly inspects commercial, industrial and hotel/motel properties to verify compliance with
City property maintenance, fire and safety, zoning, and related codes and ordinances.

Investigates and resolves citizen complaints regarding rodents, snow and ice, weeds, refuse,
vehicles and other health and safety nuisances at nonresidential properties.

Confers with and advises owners, tenants, contractors, agents and members of the business
community regarding various code requirements and means to achieve code compliance.

Performs inspections relative to permits issued for signs, and licenses for vendors and
amusement establishments.

Enforces oversized vehicle regulations and investigates complaints relative to parking violations.
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Appears in court when necessary and produces documents and testimony to have legal action
taken against property owners in an attempt to gain code compliance.

Inspects properties for compliance with conditions of Use Permits and Special Exceptions.
Evaluates exterior property conditions for site plan adherence.

Physically removes illegally-erected signs from public property and rights-of-way.

Makes independent inspections of commercial/industrial areas for compliance with zoning
ordinance, property maintenance code, and other City codes and ordinances.

Inputs inspection data into the computer system.

Holds hearings on oversized vehicles.

Accurately prepares violation notices and citations, which are sent to property owners in order to
achieve compliance with code requirements.

Handles inquiries from the public, and when necessary, refers questions to the appropriate
Department.

Performs related work as required.

MINIMUM QUALIFICATIONS:
- | . :

Any combination of training and experience substantially equivalent to graduation from high
school and two year's experience in property management, housing code enforcement or building
construction trades. Possession of an appropriate driver's license valid in the State of Maryland. Must
pass the State of Maryland building inspector test within one year of employment. Possession of (or
ability to obtain) certification by the Building Officials and Code Administrators (BOCA) as a Property
Maintenance Code Inspector.

lede. Skills and Abilities:

Considerable knowledge of BOCA Basic Property Maintenance Code, One and Two Family
Dwelling Code, BOCA Basic Building Code, rental facilities and landlord/tenant ordinances, zoning
ordinance, amusement and vendor ordinances.

Considerable knowledge in the interpretation of City codes, ordinances and regulations.

Ability to describe code related conditions in detail and maintain extensive records on case
histories.

Ability to establish and maintain effective working relationships with homeowners, architects,
developers, contractors, other employees and the general public.

Ability to be tactful but firm during contentious circumstances.

Ability to be effective and concise in oral and written communication.

Ability to input data into a computer system.

EOE
Revised: 9/04
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CITY OF ROCKVILLE
COMMUNITY SERVICES SPECIALIST

CHARACTERISTICS OF CLASS:

The Community Services specialist performs intermediate para-professional and administrative
work assisting the department managers with preparing annual grant applications and compiling
performance measurement data as well as gathering demographic and service utilization data
related to human service needs to assist with planning and advocacy functions. The incumbent
supplies and seeks information on specialized matters. The work is primarily office work with
limited physical demands and the working conditions are good. The work is directed to using
broad general administrative practices and procedures and has meaningful impact on specific
programs.

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:

Drafts grant proposals and applications for departmental activities (e.g., annual
Department of Juvenile Justice grant, community Partnership grants) and advises Caregiver
agencies of grant opportunities.

Collects data on demographic trends and statistics from available public records to assist
in determining human service needs of Rockville residents.

Conducts periodic neighborhood/community analysis to assess unique human service
needs.

Collects and analyzes client services data as reported by Department to determine
degree of satisfaction of program objectives and performance indicators.

Collects and analyzes serves utilization data from Caregiver agencies.

Coordinates Holiday Drive for the Family Sponsorship Program.

Coordinates various departmental activities between the various divisions.

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

Position Descriptions City of Rockville, Maryland
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Performs a variety of research activities with minimal supervision.

Ensures confidentiality of records and correspondence.

May assist in the coordination of the preparation of the department’s annual budget.
Participates with others or takes the lead in coordination of special projects.
Performs related duties as required.

MINIMUM REQUIREMENTS:

Training and Experience:

Any combination of training and experience equivalent to graduation from an accredited
college or university with major course work in social work, human services, psychology, or
closely related field and three years experience in a social services setting including some grant
writing experience. Experience working with major programs and resources offered in
Montgomery County and the City of Rockville preferred.

Preferred Knowledge, Skills, and Abilities:

Knowledge of the principals and practices of grant applications.

Knowledge of the operation of a wide variety of government aid, welfare, health, and
recreation resources and programs.

Knowledge of major programs and resources offered in Montgomery County and the City
of Rockuville.

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

Skill in grant-writing; basic research and surveying techniques; data analysis; and
community analysis.

Skill in oral and written communication.

Skill in the use of Microsoft Word, Excel, and Access.

Ability to compile and report information in a clear and concise manner.

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

Revised: 9/04
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CITY OF ROCKVILLE
CONSTRUCTION CODES INSPECTOR |

CHARACTERISTICS OF CLASS:

The entry level Construction Codes Inspector I performs intermediate to difficult
technical and intermediate administrative work in securing and maintaining compliance with
ordinances and regulations relating to building, plumbing, electrical, mechanical codes, fire and
safety, health, zoning ordinances, occupational licensing, and nuisances within the City. This is
code enforcement work requiring the application of technical and specialized knowledge,
methods and techniques to ensure compliance with codes, City ordinances and approved plans,
permits and specifications. Incumbent makes independent field inspections, writes reports,
correspondence and notices, gathers evidence, prepares cases and testifies in court when
necessary. The position requires continuing personal contact with the general public,
contractors, architects, etc. concerning construction code requirements. The physical demands
are moderate under somewhat disagreeable working conditions. The incumbent's work has
meaningful impact on specific cases and is directed by the Supervisor of Construction and
Zoning.

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:

Inspects residential and/or commercial construction for structural, mechanical, plumbing,
electrical, energy, life safety, health, fire protection, and on-site utility construction to verify
compliance with approved plans and applicable codes and specifications.

Confers with and advises contractors, property owners, architects, and the general public
regarding code requirements and solutions to problems.

Conducts follow-up inspections to monitor compliance; and takes the appropriate action
necessary in cases of non-compliance.

Investigates and resolves citizen complaints regarding code violations including working
without permits and substandard construction.

Position Descriptions City of Rockville, Maryland
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Maintains up to date knowledge of construction methods, codes and materials by
attending seminars and classes, by independent study and by internet instruction.

Maintains accurate documentation records of inspection results for all types of permits in
the permit data base.

Prepares violation notices and/or stop-work orders that are sent to property owners in
order to obtain compliance with City codes.

Issues orders and citations; gathers evidence, prepares cases for court/appellate
consideration; and testifies in court as issuing officer and expert witness.

Provides inspection assistance for after-hours emergencies to assess damage and
authorize safe reconnection of electrical service to all structures damaged by fire or other means.

Reviews plans, issues permits and provides assistance to contractors and the general
public when assigned.

Works towards and obtains all required certifications.

Performs other duties as required.

REQUIREMENTS:

Minimum Training and Experience:

Graduation from high school and five (5) years' experience in building construction or
code enforcement, or in the construction trade industry. Possession of an appropriate driver’s
license valid in the State of Maryland. Must pass the State of Maryland Industrialized Building
Inspectors exam within one year of employment. Possession of (or the ability to obtain)
certification by BOCA as a Building General Inspector, and as a One and Two Family Dwelling
Inspector within a reasonable time as determined by the City.

Preferred Knowledge, Skills and Abilities:

Knowledge of BOCA and the ICC Building, Plumbing, Mechanical, Energy Codes,
International Residential Code, the National Electrical Code, Maryland State ADA Codes,
Maryland State Rehabilitation Code.

Knowledge of the City’s zoning, and occupational ordinances and regulations.

Knowledge of the methods, materials and techniques involved in all types of building
construction, repair and alteration and the ability to recognize improper trade practices which
result in faulty, sub-standard or hazardous conditions.

Ability to properly interpret codes and ordinances in relation to field conditions.

Ability to read and interpret all types of blueprints, construction documents, working
diagrams and specifications quickly and accurately, and to compare specifications with
construction in progress.

Ability to establish and maintain effective working relations with building owners,
contractors, residents and co-workers.

Position Descriptions City of Rockville, Maryland
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Ability to communicate effectively and concisely, both orally and in writing.

Ability to operate computer systems and access databases.

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

Ability to work with and train co-workers effectively, playing an active part in a team
environment.

Ability to work effectively as a team participant.

NOTE: (Employees who have completed their initial probationary period and who have
received the required certifications, will move to the Construction Codes
Inspector 1l position in the pay period immediately following receipt of proof of
certifications by the Personnel Department.)

Revised: 9/04
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CONSTRUCTION INSPECTOR |

CHARACTERISTICTS OF CLASS:

The Construction Inspector | performs difficult technical and intermediate administrative work
involved in inspecting, managing and assuring the quality of a wide variety of Public Works
related projects; including sediment control, landscaping, grading, concrete and asphalt work,
construction, water, sewer and storm drain installation, and storm water management related
construction. Under the direction and general supervisory review of the Chief, Contract
Management Division and the Senior Construction Inspector the incumbent ensures that work
and operations are performed in compliance with all applicable codes, specifications and
regulations and the work has meaningful impact on the organization. Contact is required within
the organization and with the general public, contractors, developers, builders, public utilities
and public agencies for the purpose of exchanging information to carry out organization
programs and to explain specialized matters. The physical demands are moderate and the
working conditions can be somewhat unpleasant due to exposure to disagreeable elements.

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:

Inspects, observes and documents the construction of water, sewer and storm drain mains
and appurtenances, including backfill, compaction and restoration of the trench and roadway and
ensures compliance with all applicable local, state and federal laws, codes and regulations.

Inspects sediment control devices for compliance with applicable laws and for proper
installation and function, directing corrective action as necessary and coordination with the
Maryland Dept. of the Environment for compliance with State law.

Inspects landscaping and tree installations and ensures compliance with related local and
state laws and coordination with the City Forester on all Public Works related construction
activity.
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Confirms and ensures compaction requirements of soils, asphalt, concrete and other back-
fill related materials.

Develops quantity take-off estimates and construction cost estimates on all public works
related construction projects.

Checks grades and elevations on all construction related work and the sound use of land-
survey related work and equipment.

Determines that all applicable construction related permits and bonds are obtained and
that all related work is in compliance with the terms of the related permits before release.

Documents all construction related activities in written and visual formats, including
maintaining files for daily diary and/or daily written construction reports, photography and
video.

Determines reasonableness and accuracy of construction related change orders and
modifications to construction contracts, including computation of cost and schedule impacts.

May be responsible for the preparation of construction related drawings and as-built
sketches and may make all related calculations and measurements.

Observes all construction related activity for compliance with Traffic Control issues and
resolve conflicts as needed.

Observes safety issues and works with MOSH inspectors to resolve related safety issues.

Investigates and resolves conflicts on construction related activity with the general
public, contractors, developers, private property owners and all related stake holders.

Performs other duties as required.

MINIMUM REQUIREMENTS:

Training and Experience:

Any combination of training and experience substantially equivalent to graduation from high
school and five years technical engineering experience as a construction inspector or
comparable work. Must have or be able to obtain certification from the Maryland Department of
the Environment as a “responsible person” for erosion and sediment control and in water
sampling within a reasonable time as determined by the City. Possession of an appropriate
drivers license valid in the state of Maryland.

Knowledge, Skills and Abilities:

Knowledge of the methods, materials and techniques of Public Works construction,
including safe work practices.

Knowledge of quality control and quality assurance in construction and the ability to
resolve conflicts and achieve compliance.
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Knowledge of typical contracts and specifications used in public works construction,
including local, state, regional and federal laws and regulations.

Knowledge of computers and job related software, including the ability to create and
maintain computer files and documents.

May require knowledge of methods, nomenclature and practice of engineering drafting
and use of drafting instruments.

Knowledge of property records and plats.

Knowledge of land surveying instruments and practices, including the ability to read
grades and elevations.

Ability to interpret construction plans and specifications and to compare them with work
in progress.

Ability to deal firmly, fairly and tactfully with contractors, workers, property owners, the
general public contacted during the course of work, sometimes under contentious circumstances.

Ability to make engineering calculations rapidly and accurately.

Ability to understand and work from both oral and written instructions and directions and
the ability to communicate clearly with others.

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

Ability to work outdoors on construction sites where employees are exposed to the
elements, equipment noise, dust and dirt, cold, heat and noxious odors from hot asphalt and other
construction materials and processes. Employees are also exposed to some risks which require
the use of safety shoes, hard hats, safety glasses or ear plugs. The work requires some physical
effort such as walking over uneven surfaces, bending, crouching, stooping and occasional lifting
of objects up to 50 Ibs.

NOTE: (Employees who have completed their initial probationary period and who have
received the required certifications, will move to the Construction Codes
Inspector Il position in the pay period immediately following receipt of proof of

certifications by the Department of Human Resources.)

Created: April, 2008
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ENGINEERING TECHNICIAN |
Grade 17

CHARACTERISTICS OF CLASS:

The Engineering Technician | performs difficult technical and intermediate administrative work in
engineering by applying sub-professional technical principles and practices to assignments in the
area(s) of specialization. The work may involve review of single family building drawings and
permit applications for such work as new structures, renovations, sediment plans, stormwater
management plans, grading, paving, driveways and sidewalks to verify location, easements and
other data, calculate fees and bonds, and issue permits, as well as field verification of site
conditions; review and issue permits for utility companies working in the city right-of-way; skilled
drafting or design work in support of civil engineers, topographic data layering and other work.
Under the direction and general supervisory review, the incumbent assures that details are correct,
processes are followed, final documents are complete, etc.; the work has meaningful impact on the
organization. The work requires a proactive approach with internal and external contacts to verify
data, coordinate with utility companies and State offices, explain specialized matters to
homeowners, developers and others seeking permits and approvals or other services, etc. Physical
demands are mainly light as most of the work is desk/service counter work and some of the work
is in the field requiring walking, some bending, etc. Working conditions are somewhat
disagreeable due to exposure to all types of weather, mud and similar elements when working in
the field. The work is subject to directed policies, practices and procedures under general
supervisory review.

EXPECTATIONS OF ALL CITY EMPLOYEES:

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

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

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

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

Plan and organize his/her work, time and resources, and if applicable that of subordinates.
Contribute to the development of others and/or the working unit or overall organization.
Produce desired work outcomes including quality, quantity and timeliness.

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

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

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

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

YVVV VVVVYVY VVYYVY

EXAMPLES OF DUTIES:

» Reviews single-family dwelling plans, including grading, paving, driveways and sidewalks.
Computes impervious surface area and storm drainage flow, assesses grading, reviews water
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and sewer connections, calculates fees and bonds, assures completeness of documents (such as
correct signatures and date stamps) and issues/approves permits.

» Determines that proper permits and bonds have been obtained for private construction and
ensures that work is properly performed before release.

» Assesses and verifies conditions in the field in response to citizen complaints or in support of
civil engineers.

» Investigates and resolves complaints by property owners relating to improper grading or
inadequate drainage.

» Explains information about departmental requirements and services to callers and visitors at
the service desk.

> Prepares a variety of engineering drawings for public works projects illustrating various views,
profiles and details based upon survey notes, design standards, and instructions from civil
engineers. Independently locates utilities, property lines, and easements on plans.

> Prepares base and informational maps using the geographical information system (GIS).

» May post maps and information pertinent to public works projects to the departmental
webpage for the public.

> Researches deeds, reconciles boundary conflicts, and prepares precise and complete property
descriptions for use in Public Works projects.

» Researches engineering information, such as utility depth/location, property boundaries,
property ownership, etc.

> Reviews single family dwelling plans, including grading, stormwater management, paving,
driveways and sidewalks; sediment control plans; and stormwater management and site plans
for small development projects.

> Review plans and coordinates with utility companies, such as PEPCO, Verizon, and
Washington Gas, to issue permits to work in the city right-of-way.

> As assigned, creates detailed topographic data layers in the (GIS.

> 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 three years technical engineering experience, including at least two
years experience in the specific area (drafting, GIS layering, 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:

» Knowledge of the principles, practices, methods, nomenclature and symbols of, and skill in,
civil engineering to understand details in deeds and maps, compute areas, calculate water



» flow, obtain, verify and record survey data, draft basic engineering designs (including various
views, profiles and details) or transform topographic data into GIS layers.

» Skill in written communication to read deeds and other property documents, review permit
applications, prepare brief correspondence or reports, etc.

» Skill in oral communication to exchange routine and non-routine information with co-workers,
other City employees, homeowners, developers, utility companies, State agencies, etc. This
includes skill in encouraging effective oral communication by others, such as citizens making
inquiries.

> Interpersonal skills to interact effectively with personal contacts in a customer-service
oriented, businesslike manner.

» Skill in using modern software for planning, scheduling, email communication, word
processing, and other applications, including, as assigned, GIS software to enter GIS data,
create GIS layers and produce GIS maps, or Computer Aided Design and Drafting (CADD) to
create, modify or use engineering drawings.

FLSA Status: Nonexempt
Revised: 12/08 (formerly Engineering Technician 1V)
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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.

Position Descriptions City of Rockville, Maryland
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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.

Position Descriptions City of Rockville, Maryland
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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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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.

Position Descriptions City of Rockville, Maryland
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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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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 |
and be able to obtain nationally recognized Fire Inspector Il certification within one year of
employment. Must obtain Fire Inspector I11 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.

CITY OF ROCKVILLE
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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 111, will move to the Fire Codes

Inspector Il position in the pay period immediately following receipt of proof of
certifications by the Personnel Department.
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CITY OF ROCKVILLE
FIRST ASSISTANT GOLF PROFESSIONAL

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.
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CITY OF ROCKVILLE
PARKS MAINTENANCE SPECIALIST

CHARACTERISTICS OF CLASS:

The Parks Maintenance Specialist performs intermediate technical, paraprofessional and
administrative work in the Parks and Facility Maintenance Division. The work requires
planning, coordinating, and directing contract maintenance services for the Department of
Recreation and Parks. The position also assists with administrative support of the division’s
special projects. At the direction of the City Horticulturist, the incumbent develops maintenance
service contracts and performs field inspections to ensure compliance with contract
specifications. The work includes inside and outside contacts at several levels to carry out
organizational program’s requiring cooperation, explanation and persuasion. The physical
demands are moderate and require working outdoors in various weather conditions. There is
considerable mental effort and stress handling multiple projects concurrently and adhering to
schedules and deadlines. The work and service provided affects individual customers, citizens,
etc., and has a meaningful impact within the service area. The work is subject to general policy
direction, practices, and procedures covered by precedents and general supervisory review.

EXPECTATIONS OF ALL CITY EMPLOYEES:

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

Serve and meet the needs of customers.

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 directs grounds maintenance contract services at City owned facilities,
parks, stream valleys, and rights-of-way.

Assists with the Street Tree Master Plan, mowing contract, litter control, flower bed
maintenance, snow and ice removal, trash collection, leaf removal, landscaping, stream cleanup,
pruning, edging, mulching, integrated pest management, tree care, turf care, and athletic fields
maintenance.

Assists with the planning, evaluating, and estimating of maintenance contracts.

Assists with ensuring high-quality maintenance services are provided.
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Meets with organizations, citizens and other customers to determine maintenance needs.

Assists with wildlife management policies.

Investigates and ensures satisfactory resolution of citizen service requests.

Assists with citywide special events, including but not limited to volunteer projects,
memorial tree plantings, scout projects, and community cleanup projects.

Evaluates and inspects the performance of contractors and ensures that all specification
are met in a satisfactory manner.

Reviews all invoices pertaining to contracts and recommends payments, as specified in
the contracts.

Makes recommendations for change orders or additions to contracts.

Prepares reports, writes memos, evaluates performance, and processes service requests.

Coordinates with other City departments and divisions regarding maintenance contract
services.

Reviews site and topographic plans to determine maintenance requirements.

Maintains records and logs of all work and communications.

Controls expenditures in accordance with the approved budget.

Serves as a member of the emergency response team during weather-related and other
emergencies.

Inspects construction projects.

Performs parks maintenance and repairs, as necessary.

Assists with the supervision of the Horticulture crew during the absence of the
Horticulturist.

Assists with maintenance standards, public education, and compilation of data.

Assists the Parks Management Team with special projects.

Prepares drawings and sketches.

Performs related work as required.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to an AA degree in
landscape, grounds, or parks maintenance management or related field, and three years of
progressively responsible experience in landscape, grounds, or park maintenance, including at
least one year of experience “in the trade” supervising commercial landscape/grounds
maintenance services. A working knowledge of e-mail and office computer applications.
Possession of an appropriate driver’s license valid in the State of Maryland.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge of the principles of ground, landscape, and park maintenance
services.

Considerable knowledge of the materials, methods, operation of tools, and equipment
used in varied grounds maintenance activities.
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Knowledge of parks and facilities management, maintenance procedures, procurement,
and contracting principles.

Knowledge of nursery stock, landscape design, tree pruning, integrated pest management,
turf care, topography, and surface water drainage.

Knowledge of preventive maintenance principles, hazard and safety precautions, and
sound environmental practices.

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

Skill in being reliable and accurate in the performance of duties.

Skill to deal firmly, fairly, tactfully, and remain calm and courteous while dealing with
contractors and the general public.

Ability to ensure high quality maintenance services resulting in customer satisfaction.

Ability to perform duties with minimum supervision and to demonstrate independent,
self-starting capabilities.

Ability to plan, organize, and effectively direct the work of a variety of contractors.

Ability to understand and convey accurate explanations of City ordinances, policies, and
regulations and the reasons therefore.

Ability to communicate clearly and concisely, both orally and in writing.

Ability to make decisions recognizing established precedents and practices, and to use
resourcefulness and tact in solving problems.

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

Ability to read and understand site plans and blueprints.
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CITY OF ROCKVILLE
PUBLIC INFORMATION SPECIALIST

CHARACTERISTICS OF CLASS:

The Public Information Specialist performs intermediate professional work involved in
the dissemination of City news and information as editor of the monthly 12-page City newsletter
and monthly 4-page employee newsletter; through news releases, public service announcements;
and radio spots and in the development of production of brochures, booklets and other
informational materials with meaningful impact on the services provided by City departments.
The incumbent must be reactive, supplying information on specialized matters with contacts
within the City and with outside media personnel. The physical demands are light. Occasionally
the incumbent is required to lift printed materials up to 25lbs. The working conditions are good
but the position can be stressful when working with strict deadlines. Hours will include some
nights and weekends. The work is subject to general policies practices and procedures under the
direction of the Public Information Manager.

EXPECTATIONS OF ALL CITY EMPLOYEES:

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

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

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

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

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

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

Produce desired work outcomes including quality, quantity and timeliness.

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

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

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

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

EXAMPLES OF DUTIES:

Plans content, researches, writes and edits articles for the City Newsletter, Rockville
Reports, and the employee newsletter with supervisory review.

Designs layouts on PC using Adobe In Design layout program.

Writes headlines, and photo captions; selects photos and suggests artwork.

Produces special inserts for Rockville Reports such as the Election Guide and Annual
Report, and the quarterly Focus on the Arts insert.

Responsible for the timely release of City news and information through news releases,
public service announcements, and verbal contact with the press.

Writes new releases and public service announcements.

Writes and edits six-month calendar of events.
Composes, edits, and proofs written copy for City departments including reports, flyers, and
applications for awards.
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Develops and produces brochures, booklets, ads, and other informational and
promotional materials in conjunction with other Public Information and Graphics staff and staff
from City departments requiring these materials.

Assists departments in planning and implementing publicity campaigns for City events
and programs. This includes advising departments on publicity tactics and assisting them with
implementation by arranging for display ads in various periodicals, writing news releases and
public services announcements, securing free promotional time or coverage of events from
television, radio, and newspapers.

Maintains open lines of communication with press by advising of opportunities for
articles and photos, providing a variety of written information, and responding to requests for
assistance in setting up interviews, locating background materials, and confirming information.

Handles inquiries from the public, other government agencies, the business community,
civic organizations, and the media.

Checks ads, flyers, letters, programs for events, and all other written materials for
accuracy, clarity, and adherence to City policy (appearance and content) before they are printed
for distribution to the public.

Works with representatives of community groups to coordinate coverage of their
activities in the City newsletter.

Maintains photo file of all city photographs.

REQUIREMENTS:

Minimum Training and Experience

Any combination of training and experience substantially equivalent to graduation from
an accredited college or university with major course work in journalism, public relations,
English communication or related field and two years experience in the field of journalism,
public relations or public information.

Preferred Knowledge, Skills and Abilities

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

Knowledge of standard guidelines and practices in public information and journalism.

Knowledge of and advance skill in the use of office equipment and software including
Adobe In Design.

Skill in writing, editing, proofreading and page layout.

Ability to take digital photographs, process the photos and catalogue them.

Ability to produce professional publications that communicate the desired messages.

Ability to communicate effectively both orally and in writing.

Revised: 2/07

Position Descriptions City of Rockville, Maryland



CITY OF ROCKVILLE
SENIOR CITIZEN FITNESS SPECIALIST

CHARACTERISIICSOFE CLASS:

The Senior Citizen Fitness Specialist performs intermediate professional and responsible
administrative work in planning, developing and implementing a comprehensive
exercise, fitness and sports program for senior citizen residents of the City of Rockville.
The work requires a proactive approach involving contacts with City personnel and
individuals outside the agency, explaining matters related to fitness for senior citizens in
order to carry out specialized programs. The incumbent must work as a team member,
with other Senior Citizen division staff and staff from other department divisions to
ensure smooth coordination of services. The work requires limited to moderate physical
demands and involves some stress due to administrative pressures. The employee is
responsible for carrying out all City policies and procedures pertaining to the
administrative and technical aspects of the recreation and fitness programs and for
maintaining careful and accurate control of budgeted expenditures and revenues with
work subject to general supervisory review. The position is contributory to senior citizen
program development and service delivery. The employee supervises part-time
employees and volunteers.

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, develops, coordinates and implements a comprehensive sports, fitness
and exercise program for senior citizens, including educational offerings and fitness
trips, utilizing facilities at the Rockville Senior Center and other City facilities.

Works with civic groups, senior citizen boards and clubs, Senior Center
members, and community organizations in determining sports and exercise
needs/desires, employing formal and informal surveys, meetings, and personal contact,
and implements programs which satisfy those needs in a sane and efficient manner.

Coordinates the gathering and analysis of information related to recreational and
sports and exercise needs/desire of senior citizens and relates this data to budget
preparation and evaluation.
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Submits pay vouchers, expenditures, and revenue information to the accountant in
a timely manner. Operates revenue and non-revenue supported programs within
budgetary guidelines as developed by staff and the Mayor and Council of Rockville.

Keeps records related to program registration and participation.

Ensures all subordinates have proper certification to maximize participant
safety and minimize the City's potential liability.

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

Inspects all program facilities and reports any problems promptly to the
employee's supervisor.

Works with the Senior Citizen Recreation Coordinator to develop and
implement new programs and systems for managing programs.

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

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

Gathers information pertaining to new developments in the field of
recreation and senior citizen sports, fitness and exercise, maintaining current
knowledge of techniques and applications of exercise physiology theory, and applies
these methods and practices to professional guidance and training for subordinate
employees, volunteers, etc.

Performs related work 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 physical education, or
an appropriate, related field, plus three years of progressively responsible experience in
geriatric recreation.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge of and appreciation for the objectives and principles of
a planned and diversified recreation program appealing to senior citizens.

Considerable knowledge of the organization, development and operation of a
diversified recreation program. Ability to administer such a program within general
policy guidelines and budgetary limitations.

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

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

Ability to stimulate staff and volunteers to maintain a high level of
quality and creativity in their daily work.
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CITY OF ROCKVILLE
SPORTS PROGRAM SPECIALIST

CHARACTERISTICS OF CLASS:

The Sports Program Specialist performs intermediate, para-professional and responsible
administrative work planning, coordinating, and managing citywide, sports-related activities for
all ages. The incumbent supervises and trains part-time and seasonal employees and volunteers,
prepares program evaluation data, and assists in the inspection of the various parks, buildings,
schools, and other facilities at which programs are held. The incumbent is responsible for
carrying out all City policies and procedures pertaining to recreation programs and maintaining
careful and accurate control of budgeted expenditures and revenues in accordance with accepted
City procedures. The programs and services for which the incumbent is responsible are largely
revenue-supported. The position is supervised directly by the Sports Program Supervisor and
indirectly by the Assistant Sports Program Supervisor, and is required to work as a team member
with other recreation division staff and staff from other City departments to ensure smooth
coordination of department services. Technical work is subject to general policy direction,
practices and procedures covered by previous and general supervisory review. Administrative
work is reviewed in progress for end results. The incumbent must exercise considerable
judgement in carrying out assignments. Considerable evening and weekend work is required.

EXPECTATIONS OF ALL CITY EMPLOYEES:

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

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

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

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

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

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

Produce desired work outcomes including quality, quantity and timeliness.

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

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

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

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

EXAMPLES OF DUTIES:

Works with civic groups, parent/student groups, and other community organizations in
determining recreational and athletic needs, and assists in implementing programs and leagues
which satisfy those needs in a cost-effective manner.

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

Works with the sports division staff and other department staff to develop and implement
new programs and systems for managing leagues and programs.

Supervises on-site a schedule of year-round weekend and evening sports programs and
events.
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Works with community and citizen interest groups, recreation councils, etc., to determine
the best utilization of City and school facilities.

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

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

Gathers information pertaining to new developments in the field of recreation, athletics
and sports, and applies these methods and practices to professional guidance and training for
subordinate employees, volunteers, and program participants.

Conducts training sessions for staff, volunteer coach and officials, primarily in the
evenings and on weekends.

Researches, analyses, maintains, and restocks sports items at the warehouse to ensure
most effective, efficient levels of inventory.

Performs related work 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, physical education,
sports management, or an appropriate related field, plus two years of experience in recreation
programs and activities, at least one year of which must have been in a supervisory capacity,
provided that additional experience may be substituted for up to two years of the education
requirement.

Preferred Knowledge, Skills and Abilities:

Considerable knowledge of and appreciation for the objectives and principles of planned
and diversified recreation and sports programs appealing to all ages and abilities.

Considerable knowledge of the organization, development, and operation of a diversified
recreation/sports program. Ability to administer such program under general policy guidelines
and budgetary limitations.

Ability to make decisions recognizing established precedents and practices and to use
resourcefulness in identifying, defining, and solving problems.

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 and volunteers to maintain a high level of quality and creativity
in their daily work.
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CITY OF ROCKVILLE
TRAFFIC SIGNAL AND LIGHTING TECHNICNIAN 11

CHARACTERISTICS OF CLASS:

The Traffic Signal and Lighting Technician performs intermediate to difficult technical and
administrative work in maintaining and repairing traffic signal equipment and streetlights. The
work is reactive with regular contacts within the department and periodic contacts with outside
agencies, contractors and the general public. The physical demands are considerable requiring
long periods in difficult work positions and the working conditions can be disagreeable due to
weather conditions or working above traffic in a bucket of a boom truck. The incumbent’s work
is subject to functional policies and goals under general managerial direction and may include
providing training and assistance to other technicians. The incumbent's daily actions affect
citizens with meaningful impact and moderate consequences. Incumbents work rotating shifts
and weekends and other hours as necessary.

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:

Inspects, removes, and repairs signal controls and auxiliary equipment.

Diagnoses malfunctions; adjusts and replaces electronic and mechanical components.

Repairs, replaces, or modifies electric and electronic components, controllers, relays,
switches, fuses, timers and other parts.

Designs and constructs special test equipment for shop testing of electronic components.

Investigates complaints and reports of signal and traffic light malfunctions and adjusts,
repairs or removes defective equipment.

Makes field repairs of damaged equipment.
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Inspects, removes and repairs street light standards and auxiliary equipment such as
control boxes, light fixtures, lamps and circuitry.

Designs electrical circuits and systems for street lighting and traffic signals.

Inspects the work of contractors relative to traffic signals and street lighting during the
course of construction and upon completion.

Monitors traffic control computers and makes necessary adjustments.

Relamps signalized intersections and streetlights.

Assists in preparing plan specifications for signal and street lighting projects.

Paints light and signal standards.

Keeps accurate work records, orders supplies, parts, and materials.

Performs general electrical repairs at municipal facilities as required.

Performs other duties as required.

QUALIFICATIONS:

Required Training and Experience:

Any combination of training and experience substantially equivalent to graduation from
High School supplemented by courses in electronics or related field and five years of experience
in traffic signal or electrical/electronic repair. Must possess appropriate driver's license valid in
the State of Maryland. CDL license preferred. One year's experience as a City of Rockville
Traffic Signal and Lighting Technician I. Possession of certification as a Traffic Signal
Technician, Level 1, through the International Municipal Signal Association (IMSA).

Preferred Knowledge, Skills and Abilities:

Knowledge of theory and principles of electricity and electrical and electronic equipment
and circuits.

Knowledge of tools and equipment used to repair electrical and electronic equipment and
installations.

Knowledge of methods and procedures used to repair and maintain traffic signal and
lighting systems.

Knowledge of occupational hazards and standard safety precautions.

Ability to test and repair electrical and electronic equipment and installations.

Ability to perform duties while elevated above traffic in a bucket of a boom truck.

Ability to read and interpret plans, specifications, blueprints, schematics and maintenance
manuals.

Ability to establish and maintain effective working relationships.

Ability to work a variety of irregular hours, including nights and weekends, as required.

Ability to be effective and concise in oral and written communication.

Revised: 8/08
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CHARACTERISTICS OF CLASS:

The Zoning Inspector performs intermediate technical and difficult administrative work
in securing and maintaining compliance with ordinances and regulations relating to zoning,
occupational licensing, and nuisances within the City. This is code enforcement work requiring
the application of technical and specialized knowledge, methods and techniques to ensure
compliance with codes. Incumbent makes independent field inspections, writes reports,
correspondence and notices, gathers evidence, prepares cases and testifies in court when
necessary. The work is proactive requiring continuing personal contact with the general public,
contractors, architects, etc. concerning construction code requirements. The physical demands
are moderate under somewhat disagreeable working conditions. The incumbent's work has
meaningful impact on specific cases and is subject to general supervisory review.

EXPECTATIONS OF ALL CITY EMPLOYEES:

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

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

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

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

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

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

Produce desired work outcomes including quality, quantity and timeliness.

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

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

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

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

EXAMPLES OF DUTIES:

Regularly conducts independent field inspections of commercial, industrial, and
residential properties to verify compliance with the City of Rockville Zoning Ordinance and the
Solid Waste Ordinance.

Performs inspections relative to the issuance of Sign Permits to determine compliance
with permit conditions, the City's Sign Regulations, and any variances granted by the Sign
Review Board.

Prepares staff report and recommendation to the Sign Review Board for all sign
modification applications.

Prepares Sign Review Board meeting agenda, including staff reports, background
materials and applications for Board members to review.
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Attends all Sign Review Board meetings as staff liaison and provides the Board with
with technical and historical decision information and sign ordinance interpretation.

Reviews prepared meeting minutes for accurate description of decisions and prepares
findings prior to Board review.

Reviews and approves or rejects all submitted sign permit applications.

Prepares all decision letters to applicants and advises them of their appeal rights when
necessary.

Appears before the Board of Appeals on all sign modification appeals.

Reviews and approves or rejects temporary USE permit applications, approves return on
cash bond surety.

Physically removes illegally erected signs from public property and rights-of-way.

Performs inspections of new construction for compliance with conditions of approval
For Use Permits, Special Exceptions and approved site plans prior to final inspection and
occupancy of new construction. Recommends approval or denial of Occupancy Permit based on
findings and discussions with property owner or developer.

Performs site inspections of existing properties for continued conformance with the
Zoning Ordinance and approved site plans, on a regular schedule.

Performs field inspections of commercial and industrial properties to check tenants for
current Occupancy and Sign Permits, and prepares correspondence advising of discrepancies. .

Performs inspections and monitors licensing of Temporary Uses (construction trailers,
Christmas tree sales, etc.)

Performs inspections and monitors licensing of Private Refuse Collectors.

Maintains case files and permit information on Permit Plan.

Investigates and resolves complaints from the public regarding code violations, refuse
collection, noise and lighting disturbances, and general commercial nuisances.

Performs evening, weekend, or Holiday inspections as necessary.

Meets with business owners, property managers, developers, architects, contractors and
the general public to review proposed plans, answer code related questions, and provide advice
with respect to variance applications, sign applications, and general zoning and sign regulations.

Performs other duties as required.

REQUIREMENTS:

Minimum Training and Experience:

Any combination of training and experience substantially equivalent to graduation from
high school and three year's progressively responsible experience in property management,
zoning enforcement or related field. Possession of an appropriate driver's license valid in the
State of Maryland. Possession of State of Maryland Industrialized Building Inspectors
certification and certification by ICC as a Zoning Inspector required.
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Preferred Knowledge, Skills and Abilities:

Considerable knowledge of the City of Rockville’s Zoning Ordinance, sign regulations,
Solid Waste Ordinance and the Maryland State Handicap Code.

Considerable knowledge in the interpretation of City codes, ordinances and regulations.

Ability to describe code related conditions in detail and maintain extensive records on
case histories.

Ability to establish and maintain effective working relationships with homeowners,
architects, developers, contractors, other employees and the general public.

Ability to be tactful but firm during contentious circumstances.

Ability to be effective and concise in oral and written communication.

Ability to input data into a computer system.

Created 8/06
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