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DEPUTY DIRECTOR







Class Code: 007808

DEPUTY DIRECTOR OF OPERATIONS, DEPARTMENT OF TRANSPORTATION 
DEFINITION OF SERIES:

This occupational series covers appointed, non-merit full-time executive-level positions for the County Government. These position have an external focus and/or serve to develop policy, and they report to either the Chief Administrative Officer (CAO) or Assistant Chief Administrative Officer – where they are responsible for developing and implementing policy which impacts a major activities of the County – or the director of a large department – where they have the full authority and accountability in the absence of the Director.

DISTINGUISHING CHARACTERISTICS: 

Under the administrative direction of the Director, Department of Transportation, the Deputy Director of Operations has full authority and accountability in the absence of the Director. The Deputy Director assists the Director in the overall management, administration, operations, planning, and coordination of a diverse range of activities, operations, services, and staff in order to accomplish the departmental vision, mission, and guiding principles. The position works in conjunction with the Director to oversee the planning and deployment of department-wide resources to carry out the operations of the Department in supporting the implementation of the County Executive's priorities. The position assists the Director in the management of the Department of Transportation and has full line management responsibility for planning, developing, and implementing employee work programs, communicating expectations, and assessing the achievement of established goals. 

MAJOR DUTIES: 

The Deputy Director of Operations oversees defined operations, services, divisions, staff within the Department of Transportation. The work includes coordinating with County and department staff to develop or update the administration and operations of the Department including information such as operational objectives, technologies, systems, information specifications, schedules, funding, and staffing. The work may involve preparing and reviewing operational reports and schedules to ensure accuracy, efficiency, and compliance with government policies and regulations. The position provides technical assistance to staff, volunteers, advisory boards, councils, community agencies, and others. 

EXAMPLES OF DUTIES: (Illustrative Only)

· Exercises the full range of supervisory duties and responsibilities as defined in the Montgomery County Personnel Regulations (MCPR).

· Serves as a liaison between department director and department division chiefs, customers, County, State, and federal government representatives, public service and other community organizations, the media and the public-at-large; attends conferences, seminars and training. 

· Assists the Director in developing comprehensive long and short-range strategies designed to achieve Departmental goals and objectives and establishes priorities as necessary to accomplish them.

· Assumes the duties and responsibilities of the Director in his/her absence.

· Exercises technical management oversight for all operations.

· Analyzes technical performance reports, correspondence, and contracts. 
· Reviews, evaluates and makes recommendations to the Director regarding areas of departmental responsibility.

· Investigates and researches difficult and complex inquiries, problems, or complaints, and initiates appropriate steps to address/resolve them.

· Performs tasks and duties which may not be specifically listed in the class specification or position descriptions, but which are within the general occupational category and responsibility level typically associated with the employee's class of work.
SUPERVISORY CONTROLS: 

Work is performed with a wide latitude for independent judgment and action under the general supervision of the Director. May provide direct supervision to management, professional, technical, and administrative support staff.  Overall objectives and resources available are set.  The employee alone, or in consultation with the supervisor, develops the deadlines and work to be done. At this level, the employee having developed expertise in the line of work, is responsible for planning and carrying out the assignment, resolving most of the conflicts which arise, coordinating the work with others as necessary, and interpreting policy on own initiative in terms of established objectives. In most assignments, the employee determines the approach to be taken and the methodology to be used. The employee keeps the supervisor informed of progress, potentially controversial matters, or far-reaching implications. Completed work is reviewed only from an overall standpoint in terms of feasibility, compatibility with other work or effectiveness in meeting requirements or expected results.  Intended to cover situations in which workers (who have full technical responsibility for the work) independently determine and carry out all necessary steps to complete assignments, which often are long-term projects subject to available resources and agreed-upon deadlines. This typically involves planning the work effort, identifying potential problems, resolving problems, coordinating with others outside the work unit, and determining the methods, procedures or approaches to be used. The worker effectively has full control over how the work is performed. Results of the work, such as recommendations, completed plans, products or services, are reviewed in terms of effectiveness in meeting objectives.
SUPERVISION EXERCISED: Employees in this classification supervise other positions.
GUIDELINES: 

Guidelines are broadly stated (e.g., broad public policy statements or basic legislation) and require extensive interpretation. The employee uses considerable judgment to interpret the intent of the guides and to develop specific directives, rules, regulations, policies, and procedures for application to the work. The employee is recognized as the technical authority on the interpretation of guides in highly unusual cases. The employee is granted full latitude to interpret and to develop specific rules, regulations, policies and procedures to apply to the work or to develop specific strategies to accomplish complex work assignments. The work may encompass a program, function, or activity operated under general laws or policies which require the employee to develop all or most of the policies, rules, and procedures covering the work; advanced analytical work in legislative policy development and implementation; advanced analytical work in information technology that results in new procedures, methods, and/or policies that affect how work is performed.
COMPLEXITY: 

The work is highly analytical and complex, consisting of the application of varied duties to a broad range of activities, including new and untried aspects, or requiring substantial depth of analysis, in an administrative or professional field. Decisions regarding what needs to be done involve major areas of uncertainty in approach, methodology, or interpretation and evaluation resulting from such elements as continuing changes in program technological development, unknown phenomena, or conflicting requirements. The work requires originating new techniques, establishing criteria, or developing new information and work is characterized by uncertain facts, data or information, rapid change, conflicting requirements or similar conditions. The employee must consider a broad range of issues, factors or circumstances whose importance and interrelationships are difficult to ascertain and assess; or must apply extensive forms of analysis combined with seasoned judgment to make decisions. The employee has considerable discretion and latitude to direct and control affairs of the organization.
SCOPE AND EFFECT: 

The work involves developing and implementing solutions to problems of critical importance to County operations.  The employee, who is considered an expert, is engaged in isolating and defining unknown conditions, resolving critical problems or developing new theories; or developing, and presenting in public, analysis and recommendations concerning complex and sensitive issues. The purpose of the work is to resolve critical problems in the organization and delivery of government services. The work product or service affects the work of major aspects of administrative or technical programs or missions or the well- being of substantial numbers of people.  The intent of the work assignment is to facilitate the design, development and implementation of new programs, functions or services which substantially impact County-wide operations and/or the community.
CONTACTS: 

Contacts are with high-level officials within or outside of the organization and involve presenting, justifying, or defending very important issues where diverse viewpoints, goals and objectives are strongly advocated and must be reconciled to achieve suitable alternatives or to arrive at acceptable positions. These contacts may be extremely difficult and cover issues of County-wide importance. The employee meets and deals with individuals or groups whose approval, participation, or agreement is vital to the effective administration of County-wide programs, functions or services. The worker represents the County Government and has authority to negotiate or make commitments or decisions concerning major policy or program matters.  

PUBLIC SERVICE /ASSISTANCE: 

This class of work may entail some public service/assistance, but it is incidental to the primary focus of the work performed.

HAZARDS: 

The work presents no significant hazards to employees.

MINIMUM QUALIFICATIONS: 

Education: Bachelor’s degree from an accredited college or university with emphasis in transportation management, transportation engineering or a related field.  
Experience: Ten (10) years of progressively responsible experience in transportation management transportation engineering or a related field; three (3) of which were in a supervisory or executive capacity; or the equivalent combination of education and experience which meet the minimum qualifications requirement. 
Substitution: None
Licenses, Registrations, Certifications, or Special Requirements: 

Employment must have been in an administrative, professional, and supervisory capacity in an area of work related to the functional responsibility of the departments/divisions in which the position exists.  In those departments/divisions where registered specialists provide the primary source of functional and technical knowledge for planning and accomplishing the mission of the departments/divisions, the incumbent may also be required to be registered and experienced in that profession.  Work experience must have included supervising and coordinating a variety of functions.
Knowledge, Skills, and Abilities: 

Advanced Knowledge of: 

· Modern office procedures, practices, and equipment.
· Principles and practices of public and business administration.
· Functions, organizations and governing laws and regulations of the County government.

Skill In: 

· Analyzing, interpreting, and applying the most complex procedures and information from journals, documents and manuals, financial reports, policy and procedure manuals and legal documents and manuals; 

· Responding effectively to the most sensitive inquiries or complaints from constituents, other Elected Officials, and department managers, and regulatory agencies; 

· Writing original reports, business correspondence, and procedure manuals; 

· Effectively presenting information on complex topics to groups including Elected Officials, Department Managers and the public, to respond to questions in one-on-one situations and in groups.

Ability to: 

· Analyze, interpret and report research findings and recommendations.
· Exercise judgment and discretion in applying and interpreting policies and procedures.
· Plan, assign and direct the work of others in a manner conducive to full performance and high morale.
· Understand and carry out complex oral and written instructions.
· Establish and maintain effective working relationships with department officials, employees and the general public.
· Solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. 
· Interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
Work Environment: 

Work is generally conducted in both an office and field environment. The job functions require the ability to attend meetings, seminars, training and conferences as well as travel to off-site facilities. 
Physical Demands: 

The duties require sitting, standing, often times for long periods, walking on all types of terrain, maintaining balance, climbing stairs and inclines, kneeling, bending, stooping, crouching, reaching, pushing, pulling, twisting, requires a sense of touch, finger dexterity, ability to grip with hands and fingers, to lift and carry up to 30 pounds. May be required to wear and/or use personal protective equipment such as gloves, masks, eye protection, etc. for first aid and other department activities. May be required to work offsite and subject to outside temperatures and inclement weather. 

PROBATIONARY PERIOD: Not applicable
BARGAINING STATUS: Non-union
MEDICAL PROTOCOL: Core Exam
PROMOTION POTENTIAL: Not applicable
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