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ROCKVILLE, MARYLAND

CLASS SPECIFICATION
	  Class Code: 007811
Grade:  00
FLSA:  E


Deputy Director, Planning and Capital Projects    
Class Code: 007811

DEPUTY DIRECTOR, DEPARTMENT OF GENERAL SERVICES

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 General Services (DGS), this senior level management position has full authority and accountability over department operations in the absence of the Director. This position focuses on an approach to Countywide planning and real estate development and assists the Executive branch in working with the County Council and Planning Board on significant land use policy and implementation issues.  The incumbent spends a significant amount of time in public forums promoting and supporting the County’s vision for a more cohesive, environmentally responsible, and cost-effective use of all facilities.  

MAJOR DUTIES: 

An employee in this class plans, develops, coordinates and evaluates land use and growth policies, redevelopment programs, and the use of public real estate assets.   The employee directs managers in: review of planning and land use policies, capital planning and design, and maximizing the value of public real estate assets.  This position has direct oversite and management of Capital Improvement Project (CIP) related design and construction and is tasked with leading the strategic direction related to sustainability in the County. 

EXAMPLES OF DUTIES: (Illustrative Only)

· Provide substantial input and influence on policy to department directors, County Council, the County Executive, and the public. 

· Represent higher management and/or the organizational unit(s) managed in presenting, justifying, defending, gaining compliance, obtaining or committing resources, and resolving issues of considerable consequence to the organizational unit(s).

· Develop and implement organizational strategies that integrate the County Executive's Vision Statement, and the County and State's plans for facilities and services throughout Montgomery County. 

· Oversee the department's implementation of the Capital Improvement Program in the design and construction of public facilities.
· Develop and oversee administration of department-wide policies and procedures.

· In the absence of the Director, or for the Director, serve as the spokesperson for the Department by responding to inquiries from the media, the County Council, and other local and Statement Government officials and business, communities, and citizens.
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 in developing various components of the County's land use and growth policies, redevelopment and planning implementation, and use and development of county real estate assets. 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 performed within the context of broadly defined missions and functions and general administrative direction with little technical guidance.  The work is highly analytical requiring substantial analysis of the legal implications for actions taken and it consists of the application of a broad range of activities including new and untried aspects, or requiring substantial depth of analysis, in an administrative or professional field. This work directly impacts the business community and public and requires significant interaction with the public.  The employee exercises full accountability for all matters associated with completing work assignments, including determining the work to be performed,  requires the consideration of public works, environmental, land use, community issues and impacts and the methods used. The employee must consider a broad range of issues, factors or circumstances in which the 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 develops solutions to accommodate the conflicting objectives of various organizations, officials, groups, and individuals. 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. Results of the work are considered technically authoritative and evaluated in terms of the Department's role in meeting its goals and objectives.  
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: Graduation from an accredited college or university with a Master’s Degree in Planning, Public or Business Administration or related fields.

Experience: Seven (7) years’ experience in the field of planning, real estate development and asset management with at least four (4) years in a managerial or supervisory capacity which included responsibility for fund and budget administration, program planning, implementation, and administration.
Equivalency: An equivalent combination of education and experience may be substituted.
Licenses, Registrations, Certifications, or Special Requirements: None
Knowledge, Skills, and Abilities:

Advanced knowledge of: 

· Methods and techniques, practices, and procedures of land use planning and real estate development.  

· Laws, ordinances, and regulations governing the land use and development such as zoning, subdivision regulations, historic preservation regulations, and public real estate acquisition and disposition.

· Principles and practices of accounting and financial analysis as they apply to business transactions associated with real estate functions and services.  

· Principles and practices of public administration as they may apply to the management of a complex government organization.

Skill in:

· Making timely decisions in the light of conflicting priorities.

· Negotiating agreements which accommodate the conflicting interests and viewpoints of individuals, groups, and contractors with a particular emphasis on real estate transactions.

· Oral and written communication sufficient to develop positions and justifications of decisions reached.

· Making presentations to and reaching out to the public in meetings.

· Negotiating agreements, a collective position, etc., in support of the execution of the program objective.

Ability to: 

· Communicate effectively, orally and in writing, in a clear and concise manner.

· Establish and maintain effective working relationships with other governmental agencies, private organizations and the general public.

· Develop, present, and defend program measurements related to the program.

· Establish and maintain effective working relationships with government, community, business, and private individuals.

· Supervise support employees.

· Attend meetings and perform work assignments at locations outside the office.

Work Environment: 

The work environment involves normal, everyday discomforts or unpleasantness.  The work area is adequately lighted, heated and ventilated.

Physical Demands: 

The work requires ordinary physical effort to sit, walk, stand, bend, and reach or to carry light items. 
PROBATIONARY PERIOD: Not applicable
BARGAINING STATUS: Non-union
MEDICAL EXAM Protocol:  Medical History Review.

PROMOTION POTENTIAL: Not applicable
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