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I. POLICY

The Rockville City Police Department recognizes that a sound policy on position classification and 
the establishment of specialized assignments within the organization is a valuable tool for effective 
personnel management.  A thorough classification plan will provide sufficient information to be used
by the Department for: clarifying relationships between jobs, evaluating individual job performance, 
deciding training needs and as a basis for hiring, assigning and promoting personnel within the 
organization.

II. DEFINITIONS

A. Position

The duties and responsibilities, or work, assignable to one employee.

B. Job

Work, which is sufficiently alike that justifies it being covered by a single job description.  A
job may be assignable to more than one employee.

C. Class

"Class" is a grouping of positions or jobs for which duties, responsibilities, qualifications and
conditions of employment are sufficiently alike to justify the same treatment with respect to 
personnel practices.  "Class" normally encompasses more than one position or job.

D. Class Series

A grouping of job classes that have similar job content but different duties, responsibilities, 
qualifications and conditions of employment.  The jobs within a class series form a career 
ladder.

E. Job Analysis

A systematic examination of the functions and objectives of each job to be performed as it 
relates to the knowledge, training and skills required to perform the tasks or duties of the job.

F. Job Description



General Order # 2 - 9 Page 2
Classification of Duties
and Responsibilities

A written statement or summary of the specific duties, responsibilities and qualifications for 
the position or specialized assignment, which describes the job assignments, a person is to 
perform in a "Class".

G. Assignment/Specialized Assignment

A combination of duties and responsibilities performed by a person acting in a job.  For 
example, "Police Officer" is the title of the job classification, and "Field Training Officer" is 
the title of a specialized assignment.

III. CLASSIFICATION PLAN

A. The City of Rockville has a written Classification Plan in which it has identified job classes, 
positions within those classes and specialty assignments. 

B. Maintenance of class specifications

1. The Personnel Director of the City of Rockville is responsible for developing and 
maintaining a file on the class specifications for the Police Department.

2. The role of the police agency shall be advisory in nature.

3. The agency will help the Personnel Director in his efforts to assimilate information, which 
will serve as the basis for the classification plan.

C. The Classification Plan includes

1. Grouping every job into classes based upon similarities in duties, responsibilities and 
qualification requirements.

2. Development of written class specifications for every job within the class.

3. Provisions for reclassification.

4. Compensation provisions.

D. Job Classifications

1. Department Director

Chief of Police

2. Police Administrators
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a. Police Major

b. Police Lieutenant

3. Police Supervisor

Police Sergeant

4. Police Officers

a. Police Corporal

b. Patrol Officer

5. Civilian Department Members

a. Support Services Coordinator

b. Secretaries

c. Office Manager

d. Police Communications Operator (PCO)

e. Neighborhood Services Officer (NSO)

f. Parking Enforcement Officer (PEO)

g. Photo Enforcement Supervisor

h. Photo Enforcement Analyst

i. Victim Advocate

j. Crime Analyst

k. Civilian Service Aide

l. Support Services Aide

m. Intern

E. Compensation
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The City of Rockville Mayor and Council govern the provision for compensation of classes.  
Provisions are outlined in the City of Rockville Pay Plan as amended.

IV. ANNUAL REVIEW OF CLASSIFICATIONS

The Police Department shall annually review the classification plan and, if necessary, make 
recommendations to the Personnel Director of the City of Rockville to modify the plan.

V. DELINEATION OF DUTIES AND RESPONSIBILITIES

A. The Administrative Services Bureau Commander will maintain a copy of job descriptions for 
positions within the Police Department, which include a statement of the duties and 
responsibilities of each position.  Employees may review these job descriptions during normal 
work hours, Monday - Friday.

B. The Personnel Department for the City of Rockville also maintains copies of job descriptions for 
positions within the Police Department, which include a statement of the duties and 
responsibilities of each position.  Employees may review or receive a copy of these job 
descriptions during normal work hours, Monday - Friday.




