	MONTGOMERY COUNTY GOVERNMENT

ROCKVILLE, MARYLAND

CLASS SPECIFICATION
	Code No.  007852
(Non-Merit)


DIRECTOR, CRIMINAL JUSTICE COORDINATING COMMISSION

Definition of class:

This is executive level professional work directing the staff and supporting the operation of the Criminal Justice Coordinating Commission.  The Commission is an advisory body to the County Executive and County Council that is comprised of high level legislative and executive branch officials within County government, officials of equivalent rank in other governmental jurisdictions, and other private and public representatives.  The Commission evaluates and promotes law enforcement and the administration of justice in the County, facilitates coordination among County law enforcement and criminal justice agencies, and facilitates coordination of County law enforcement and criminal justice system programs and systems with the State and neighboring states and local governments.  As the incumbent of a non-merit position within Montgomery County Government, the employee will be appointed by the County Executive and confirmed by the County Council.  The purpose of the position is to help the Commission achieve its objectives by obtaining information and assistance from other County agencies and programs, facilitating communication among Commission members and with other organizations and groups, and facilitating and managing Commission meetings, projects, and programs.

Work assignments are stated in terms of broadly defined missions and are performed under the administrative direction of an appointed Commission and the Chief Administrative Officer or County Executive.  The work performed is considered to be technically authoritative and is evaluated in terms of meeting broad program goals and in terms of the Commission’s role.  The employee exercises full accountability for all matters associated with completing work assignments, including determining the work to be performed and the methods used.  Guidelines consist of broad policy directives and require the employee to use considerable judgment in interpreting the intent of the guidelines and in generating specific recommendations for use by the Commission.  The complexity of the work is characterized by a broad range of issues affecting law enforcement and criminal justice and changing areas of law and socio-economic conditions that are difficult to assess and that require substantial analysis in order to decide on a course of action.  The Commission’s programs affect the well-being of a substantial number of County residents.  The work is primarily sedentary, performed in a typical office setting, and subject to common everyday risks.

Examples of duties (Illustrative Only):

· Provides full staff support and leadership for meetings of the Commission and its steering committee.

· Determines the staffing requirements, analytic approaches, coverage, scope of work, and reporting requirements of Commission study projects to assure a final product that meets the needs of the Commission.

· Works with the Commission to determine the issues that the Commission will study, develops work statements for study projects, reviews and provides feedback to the Commission on study projects.
· Procures criminal justice consultants for projects, and reviews and manages the work of consultants who are conducting study projects.

· Coordinates the agenda for Commission meetings with the Commission Chair and steering committee, identifies issues and other matters of interest for the Commission, and schedules appropriate speakers for Commission meetings.

· Reviews and provides advice to the Commission on legislative and policy issues confronting the State of Maryland, General Assembly, and County Council.

· Drafts testimony and correspondence in support of Commission positions on legislative and policy issues.

· Monitors and keeps the Commission informed on the status of ongoing State and local criminal justice capital projects and information/communication projects.

· Coordinates Commission involvement as a local advisory board in the review and recommendation of County local law enforcement block grant expenditures, and provides advisory services on issues that arise in the grant process.

· Provides the Commission with information on criminal justice issues and related policies, practices, and procedures.

· Researches and analyzes data, laws, and publications; and develops and disseminates information and educational materials pertinent to law enforcement and criminal justice issues.

· Conducts in-depth research on pertinent issues, interprets and analyzes data, and writes comprehensive reports.

· Establishes and coordinates information programs concerning the goals and activities of the Commission.

· Represents the Commission, County Executive, or County government at public events, meetings, and conferences.
· Performs other related duties as required.
KNOWLEDGE, SKILLS AND ABILITIES:

· Extensive knowledge of law enforcement and criminal justice systems and issues at the local government level in order to provide full staff support and leadership for meetings and activities of the Commission.

· Extensive knowledge of Federal, State, and County laws, statues, and regulations governing the exercise of law enforcement and the criminal justice system.

· Extensive knowledge of legal and systemic problems facing law enforcement and the administration of justice.

· Extensive knowledge of investigative and analytical methods and procedures related to the compilation and analysis of data relative to the law enforcement and criminal justice field.

· Knowledge of and ability to cooperate with the goals and objectives of the Commission.

· Skill in communication and interpersonal relations to establish and maintain effective working relations with Commissioners and with a variety of representatives of the public and private sector, many of whom may have conflicting and/or competing interests.

· Ability to communicate clearly, concisely, and effectively, verbally and in writing, in order to obtain and transmit information internally and externally.

· Ability to understand laws and legislative proposals and analyze their impact on law enforcement or criminal justice programs or processes.

· Ability to attend meetings or perform other assignments at locations outside the office.

RECOMMENDED QUALIFICATIONS:

Experience:  Seven (7) years of progressively responsible professional experience in organizational management or in a field related to the assigned area, four (4) years of which were in a supervisory or executive capacity.  “Executive capacity” means a high level position that is assigned technical research, has responsibility to advise management or make policy, and exerts considerable influence on organizational policies, plans, and operations.

Education:  Possession of a Master’s Degree from an accredited college or university in business, business administration, or an equivalent field, or in an organizational discipline that is, preferably, in a field related to criminal justice.

Equivalency:  An equivalent combination of education and experience may be substituted.

MEDICAL EXAM PROTOCOL:  Medical History Review.
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