		08300		
Project Manager 
Grade:  9



FLSA: Exempt
Date:	12/18


Job Summary:  Develops, implements, plans, schedules, monitors, and supervises more complex department-specific programs; monitors compliance with relevant regulations, policies, and procedures as they relate to specific projects; performs other duties as assigned.



Essential Functions:

1. Develops, implements, plans, schedules, monitors, and supervises large and complex department-specific programs;
2. Monitors compliance with regulations, policies, and procedures as they relate to specific programs; 
3. Monitors performance of assigned staff relative to the program;
4. Prepares relevant correspondence and reports;
5. Liaisons with local, regional, and state organizations related to the program;
6. Performs fiscal planning and management for the assigned program and monitors grant allocations;
7. Responsible for assisting the Department Director with a wide variety of projects related to land acquisition, park and facility development and park master planning.  Representative examples include: Shannon Farm Master Plan, Land Preservation, Parks and Recreation Plan, Snow Hill Park Master Plan and Three Notch Trail.
8. Performs project management and coordination functions under the direction of the Department Director.  Responsible for monitoring of contractors and serves as the department liaison between engineers, consultants and governmental agencies for departmental projects; applies for permits, authorizations and waivers. 
9. Monitors project compliance with local, State and Federal regulations, and policies and procedures for various projects.
10. Researches grant opportunities and develops grant applications for various park and trail projects. Responsible for ensuring local, State and Federal guidelines are followed for grant awarded projects.
11. Drafts scope of work documents, solicitations, proposals, reports and other documents related to departmental projects; secures estimates for related project work as needed.
12. Responsible for working with County Attorney’s Office, Maryland Historic Trust, other governmental agencies and landowners on requirements for deeds, MOU’s, easements and other agreements.
13. Attends meetings on behalf of the Department Director and serves on panels and committees as needed.
14. Performs other duties as assigned.



Required Knowledge, Skills, and Abilities:  

1. Ability to gain thorough knowledge of St. Mary’s County Government policies and procedures;
2. Ability to act as a representative of St. Mary’s County Government to the public;


3. Expert knowledge of department practices and procedures and of the practices, procedures, and concepts of the assigned programs;
4. Knowledge of relevant Federal, State, and Local regulations relative to the operations of specific projects and programs;
5. Ability to effectively communicate with other staff members;
6. Ability to effectively monitor staff performance;
7. Ability to develop, implement, prioritize, and coordinate program-related activities; 
8. Ability to use available resources to research information;
9. Ability to prepare and maintain accurate records;
10. Ability to operate relevant computer systems, including hardware and software.



Education and Experience: 

Bachelor’s degree;
Five years or more of related experience;
Or equivalent technical training, education, and/or experience.



Physical and Environmental Conditions: 

Work requires light physical effort in the handling of light materials or boxes and tools or equipment in non-strenuous work positions up to 30 pounds and/or continual standing or walking of 60%/+ of the time.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices, meetings and training rooms.



The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.


I certify that this is an accurate statement of the essential functions and responsibilities of this position.

_________________________					______________
HR Representative							Date


Your signature below indicates that you have received a copy of this position description.

_________________________					______________
Employee’s Signature							Date


ST. MARY’S COUNTY GOVERNMENT	1
Project Manager
