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County of Frederick 
       Michael J. Marciano 

Director of Human Resources 
 

(540) 665-5668 
Fax: (540) 665-5669 

 Michael.Marciano@fcva.us 
 

 
TO:  Human Resources Committee and Board of Supervisors 
 
FROM:  Michael J. Marciano 
 
DATE:  May 7, 2021 
 
SUBJECT: HR Committee Agenda 
 

 
 
The HR Committee will meet in the First Floor Boardroom Room at 107 North Kent Street on 
Friday, May 14, 2021 at 9:00 a.m.  
 
The agenda for the meeting is as follows: 
 

1. Request for New Position – Presentation by Department Representative 

a. County Administration – Maintenance Cost Analyst (Range 8)  

2. Request for New Position – Presentation by Department Representative 

a. Northwestern Regional Adult Detention Center – Medical Clinic Administrative 
Assistant (Range 6)  

 
 



 
 

County of Frederick 
 

      Department of Human Resources 
 

(540) 665-5668 
Fax : (540) 665-5669 

 hr@fcva.us 
 
 

To: Frederick County HR Committee 
Frederick County Board of Supervisors 

 
From: 

 
Michael Marciano, Director of Human Resources 

 
Date: May 7, 2021 
 
Re: County Administration Request for New Position 

 
 
County Administration is requesting that a Maintenance Cost Analyst be added to Frederick County 
Salary Administration Program (SAP).  The Human Resources Department has reviewed the job 
description submitted for the position, studied the positions listed in the County’s SAP, considered the 
desire of the County Administration to add this position, and analyzed the salaries of other 
counties/entities throughout the region.  It is the recommendation of the Director of Human Resources 
that the Human Resources Committee, and, subsequently the Board of Supervisors, approve the 
creation of a Maintenance Cost Analyst.   
 
 
 



COUNTY of FREDERICK  
 

Office of the County Administrator 
 

 Tel: 540.665.6382 
Fax: 540.667.0370 

 
M E M O R A N D U M 

 
 

To:   Human Resources Committee 
 

From:  Jay E. Tibbs, Deputy County Administrator  
 

Date:  April 29, 2021 
 

Re:  Creation of Maintenance Cost Analyst Position 
 
__________________________________________________________________ 
  
This is a request to reclassify an existing Administrative Assistant position, salary range 
6 ($43,516 to $69,582), to a newly created Maintenance Cost Analyst, salary range 8 
($53,964 to $86,278). This request resulted from a thorough review and update of 
existing job descriptions.  
 
The duties for this position were originally those of a traditional administrative assistant 
(e.g., typing, filing, scheduling meetings, etc.). In addition to the duties previously 
enumerated, this position also assisted with the building maintenance, as this function 
is housed in County Administration. Over the past 15 years, the maintenance focus of 
this position has grown exponentially while the traditional administrative assistant 
duties have declined.  
 
When this position was first hired, the County had a handful of custodial staff, a 
maintenance supervisor, and was responsible for the repair and upkeep of two buildings 
(i.e., 107 N. Kent complex and the Public Safety Building) totaling approximately 
133,000 square feet. Over the ensuing 15 years, the Maintenance Department has grown 
to a staff of 14 to include an Assistant Maintenance Supervisor, Maintenance Specialist, 
Maintenance Worker, and a custodial staff of 10. In addition to experiencing a growth 
in staffing, the department has experienced a growth in the area it services; it is now 
responsible for approximately 273,000 square feet of property, which includes 2 fire 
stations, Sunnyside Plaza, Smithfield Avenue facility, and Esther Boyd Animal Shelter. 
 
The budgetary responsibility and oversight for the Maintenance Department have also 
grown. In 2007, the department’s budget was a combined $924,000. In 2021, the 
combined budget was $2.1 million. 
 
As the County’s needs changed, this position was tasked more and more with handling 
maintenance program scheduling, contract oversight, and procurement. To track our 

  



maintenance work orders, the position utilizes the Micromain Facility Management 
program.  

A new job description for this position is attached (Exhibit A), along with the existing 
job description for Administrative Assistant (Exhibit B). In addition, we have included a 
marked-up job description which accurately depicts the current role and 
responsibilities of this position (Exhibit C). Significant research into similar positions in 
other localities was conducted and informed the construction of this job description. A 
file of comparative job descriptions is attached for the HR Committee’s review (Exhibit 
D). 

Finally, the below table illustrates some of the localities and private sector salary 
information used for comparison purposes.  

Locality Position Title Salary Range 
Frederick County, VA Range 8 $53,964 - $86,278 
City of Roanoke, VA Facilities Manager $61.041.76 - $97,666.92 
Franklin County, VA Director of General Properties $63,820 - $102,112 
Richmond, VA Maintenance Cost Analyst $60-000 - $65,000 
Clarke County, VA Office Manager Maintenance $44-497 - $71,195 
Madison County, VA Facilities Maintenance Manager $43,338 - $69,340 
Gloucester County, VA Facilities Management Director $66-652 - $96,645 
City of Winchester, VA Administrative Programs Assistant $39,520 - $61,207.80 
City of Winchester, VA Accounting Analyst $39,520 - $61,207.80 
City of Winchester, VA Administrative Services Coordinator $43,576 - $67,489.66 
City of Winchester, VA Assistant Facilities Manager $57,740.80 - $89,427.82 
City of Winchester, VA Administrative Services Manager $50,440 - $78,120.49 
*Roanoke VA Area Office Manager $53,356 - $96,919 
*Richmond, VA Area Office Manager $57,586 - $104,602 
* - Information obtained from Salary.com

Staff is seeking approval of the creation of this new position. 

107 North Kent Street  Winchester, Virginia 22601 





County of Frederick 
Job Title: Maintenance Cost Analyst 

 
DATE: 3/26/2021 PREPARED BY:  A Phillips/ J Tibbs 

HR APPROVAL: Click or tap here to enter text. HR APPROVAL DATE: Click drop down to enter date. 

SALARY RANGE:  8 

DEPARTMENT: County Administrator's Office  

REPORTS TO: Deputy County Administrator 

  

  

  

 
JOB PURPOSE 

SUMMARY: Oversees the budgeting, scheduling, and record keeping systems of the maintenance 
division of the County Administration department.   Performs superior professional, 
administrative, and clerical work pertinent to the administration of the department’s function to 
provide efficient maintenance and upkeep of facilities. Acts independently in the absence of the 
Department Director or his/her designee. 
 
 
 

ESSENTIAL FUNCTIONS 
ESSENTIAL DUTIES AND RESPONSIBILITIES: The requirements for this position include, but are not limited to, those 
outlined below. All job functions, education and experience, general knowledge and abilities, and physical requirements 
are subject to possible modification to reasonably accommodate individuals with disabilities to enable them to perform 
the essential functions of the job. This document does not create an employment contract, implied or otherwise. It is the 
employer’s discretion to add or change the duties or requirements of this position at any time. 
 
• Coordinates with the Maintenance Supervisor and supports County Administrative staff as 
directed; assists Head Custodian with prioritization of tasks in the absence of the Maintenance 
Supervisor 
• Assists the Deputy County Administrator in all matters regarding the Maintenance and 
Grounds Department; pays all department bills pertaining to multiple specified county-owned or 
county-maintained properties.  
• Completes technical tasks relative to facility maintenance such as: Develops building 
maintenance schedules and maintenance item spreadsheets including cost, labor and time 
estimates. 
• Monitors and manages all incoming invoices including entering data into Maintenance Dept. 
Spreadsheets, Codes all invoices and allocate purchases in the Works System.  
• Track all utility bills and prepare invoices and utility bills for payment for multiple specified 
county-owned or county-maintained properties 
• Creates and tracks internal work orders for multiple specified county-owned or county-
maintained properties utilizing Micromain Facility Management; prepares annual report on number 
and types of repairs.  
• Manages the work order system in such a manner as to provide useful information on costs, 
updates and future budget needs. 

 



• Serves as point of contact for maintenance workorders at the County Administration 
building.   
• Assists in preparation of complex correspondence for the Maintenance Supervisor.  
• Prepares annual budgets for the Maintenance Department including operating and capital 
budgets for multiple specified county-owned or county-maintained properties.  
• Assists Maintenance Supervisor in monitoring, review, and renewal of all maintenance 
contracts and other contractual services for County-owned or county-maintained properties in 
coordination with the County Attorney and the Procurement Manager. 
• Assists Maintenance Supervisor in preparation of documents for equipment procurement in 
coordination with the County Attorney and the Procurement Manager. 
• Maintains vendor files and correspondence 
• Maintains vehicle titles for all County public use vehicles. 
• Assists with overseeing Maintenance division vehicle fleet, maintenance to vehicles, and 
purchasing new vehicles  
• Assists Maintenance Supervisor with maintaining preventive maintenance schedules and 
records.  
• Assists Head Custodian with ordering supplies. 
• Assists Maintenance Supervisor in developing specifications and soliciting commercial 
contracts for good and services and follows procurement policies in acquiring equipment and 
materials in coordination with the County Attorney and the Procurement Manager. 
• Monitors reservation and use of County Administration conference rooms and directs room 
setup 
• Prepares and distributes monthly meeting, building maintenance, and department 
appointment/vacation calendars.  
• Communicates with maintenance staff to promote teamwork, cooperation, and excellence. 
• Maintains confidentiality of departmental issues and documentation. 
• Prepares special projects as assigned. 

 
 
 

JOB REQUIREMENTS 
EDUCATION: BA or Associates Degree with concentration in accounting, or minimum of 2 years 
business/manufacturing experience with financial responsibilities, or work experience sufficient 
to thoroughly understand the diverse objectives and requirements of the position and demonstrate 
proficiency in essential duties.  
 
 
EXPERIENCE: 2+ years analyst and/or admin role in maintenance dept., 2+ years financial analyst 
exp or equivalent experience (proficient in use of spreadsheets and account payable software); 
experience in maintenance program management software is preferred 
 
 
OTHER KNOWLEDGE, SKILLS AND ABILITIES: Strong business analysis and forecasting skills, 
Demonstrated ability to work effectively with individuals at all levels of the organization, 
Demonstrated ability to use influencing skills to accomplish goals and objectives, Able to manage 
multiple priorities, Demonstrated ability to work in a team environment, Strong computer skills. 
Superior knowledge and use of standard office practices and procedures.  Possess exceptional 
organizational skills. Ability to maintain schedules, disburse, monitor and prioritize workload.  
Possess strong communication. Ability to work independently with little supervision.  Superior 
knowledge and use of business English, spelling and mathematics. Possess superior computer 
skills, using various programs. Ability to compose complex correspondence and other materials 
independently or from marginal notes or drafts. Ability to follow complex oral and written 



instruction and the ability to produce, maintain, and file complex records and reports. Proficient 
in the use of standard office equipment. Ability to serve as liaison with other departments, 
agencies, and the general public.  Attends meetings and reports and disseminates information 
from such meetings as needed.  Ability to maintain a high level of confidentiality. Ability to 
establish and maintain professional and effective working relationships with co-workers, agencies, 
officials, and the general public and possess professional telephone etiquette. 
 
 
CERTIFICATES, LICENSES AND/OR REGISTRATIONS: Click or tap here to enter text. 
 
 
 

PHYSICAL AND ENVIRONMENTAL CONDITIONS 
Walking, talking, stooping, kneeling, bending, reaching, and gripping. Incumbent may be required on 
occasion to move and lift up to 30 lbs. (boxes, files, etc.); work long periods at a desk. 
 
 
ENVIRONMENTAL CONDITIONS: Click or tap here to enter text. 

 
ACKNOWLEDGMENT OF JOB DESCRIPTION 

 
I understand that it is my responsibility to comply with all of the policies and procedures of the County and that such may 
be changed by the County at any time. I recognize that this job description is not intended to be all-inclusive, and I may 
be asked to perform other reasonably-related job responsibilities as assigned and required by management. I also 
realize that this job description, or other oral or written statements, do not constitute an expressed or implied 
employment contract, and such are not intended to bind the County of Frederick contractually. All employees are 
employed “at will” and either the employee or the County may terminate employment at any time, for any or no reason, 
with or without notice.  
 
I have read the classification specification above, fully understand the requirements set forth therein, and will 
perform these duties to the best of my ability. 
 
 
__________________________________ __________________________ 
Employee Signature     Date 
 
 
__________________________________ 
Print Employee Name 
 

 
  





County of Frederick, Virginia 
Position Details 
Position Title:  Administrative Assistant Date Position Created:   
Department: County Administrator’s Office Reports To:  Assistant County Administrator 

 Exempt   Non-Exempt Date Prepared: 8/30/2013 Prepared By:  Assistant County 
Administrator 

Range: 06 Step: D - F Salary: $42,737.08 - $47,702.79 
G/L Line Item:  4-010-012010-1001-000-036 
Job Description  
 

Job Purpose: Performs superior professional, administrative, and clerical work pertinent to the 
administration of the department’s function to insure efficient office management.  Acts independently in 
the absence of the Department Director or his/her designee 
Essential Functions 

• Directly supports the Assistant County Administrator and provides support to the Maintenance 
Supervisor, Head Custodian, and County Administrator, as directed. 

• Assists the Assistant County Administrator in all matters regarding the Maintenance and Grounds 
Department; pays all department bills pertaining to County Administration, Board of Supervisors, 
Public Safety Building, Bowman Library, and the Old Civil War Museum.  

• Code all invoices and allocate purchases in the Works System.  
• Serves as point of contact between the County and Frederick County Public Schools in the 

administration of the Consolidated Maintenance Agreement and use of the on-line work order 
scheduling program administered by FCPS Buildings and Grounds Department.  

• Create and track internal work orders for County Administration Building, Public Safety Building, 
Esther Boyd Animal Shelter, Bowman Library, and the Old Courthouse Civil War Museum utilizing 
Micromain Facility Management; prepare annual report on number and types of repairs.  

• Plans, assigns, and directs work related to building maintenance.  
• Prepares complex correspondence from dictation or written notes for the Assistant County 

Administrator and Maintenance Supervisor.  
• Schedules appointments, meetings, and travel for the Assistant County Administrator.  
• Prepares annual budgets for the Board of Supervisors, County Administration, and Maintenance 

Department. 
• Responsible for review and renewal of all maintenance contracts and other contractual services for 

County owned properties. 
• Track all utility bills for County owned properties. 
• Track receipts of all lease payments for Old Courthouse Civil War Museum, Sheriff’s Impound Lot, 

and Frederick-Winchester Service Authority.  
• Maintains vehicle titles for all County public use vehicles. 
• Prepares and distributes monthly meeting, building maintenance, department 

appointment/vacation, and safe file calendars. 
• Maintains confidentiality of departmental issues and documentation. 
• Prepares special projects as assigned. 

Job Requirements: 
 

Education: Graduation from Junior College supplement by extensive office management experience. 
 

Experience: Considerable clerical and computer experience performed in a similar, professional 
environment. 
Knowledge/Skills: Superior knowledge and use of standard office practices and procedures.  
Possess exceptional organizational skills. Ability to maintain schedules, disburse, monitor and 
prioritize work load.  Possess strong communication, leadership and supervisory skills. Ability to 
effectively supervise and evaluate the work of subordinate personnel. Ability to work 
independently with little supervision.  Superior knowledge and use of business English, spelling 
and mathematics. Possess superior computer skills, using various programs. Ability to take and 
transcribe minutes or dictation and the ability to compose complex correspondence and other 
materials independently or from marginal notes or drafts. Ability to follow complex oral and 
written instruction and the ability to produce, maintain, and file complex records and reports. 
Proficient in the use of standard office equipment. Ability to serve as liaison with other 



departments, agencies and the general  public.  Attends meetings and reports and disseminates 
information from such meetings.  Ability to maintain a high level of confidentiality. Ability to 
establish  and maintain  professional and effective working relationships with co-workers, 
agencies, officials and the general public and  possess professional  telephone etiquette. 

Working Conditions:  
 

Physical Demands: Walking, talking, stooping, kneeling, bending, reaching, and gripping. Incumbent 
may be required on occasion to move and lift up to 30 lbs. (boxes, files, etc.); work long periods at a 
desk. 
Supervisory Responsibilities: 

Number of Employees Supervised: 0 Number of Subordinate Supervisors Reporting to Job: 0 

Approvals: 
Revision:  08/30/2013 
Department Director: Date: 8/30/2013 

HR Director: Date:  

Finance Director: Date: 
County Administrator: Date: 
Board of Supervisors Approval: Date: 
 





County of Frederick, Virginia 
Position Details 
Position Title:  Administrative Assistant Date Position Created:   
Department: County Administrator’s Office Reports To:  Assistant County Administrator 

 Exempt   Non-Exempt Date Prepared: 8/30/2013 Prepared By:  Assistant County 
Administrator 

Range: 06 Step: D - F Salary: $42,737.08 - $47,702.79 
G/L Line Item:  4-010-012010-1001-000-036 
Job Description  
 

Job Purpose: Oversees the budgeting, scheduling, and record keeping systems of the maintenance 
division of the County Administration department.   Performs superior professional, administrative, and 
clerical work pertinent to the administration of the department’s function to provide efficient maintenance 
and upkeep of facilities.to insure efficient office management.  Acts independently in the absence of the 
Department Director or his/her designee 
Essential Functions 

• Directly supports the Assistant County Administrator Maintenance Supervisor and County 
Administrative Staff and provides support to the Maintenance Supervisor, Head Custodian, and 
County Administrator, as directed. assists Head Custodian with prioritization of tasks in the 
absence of the Maintenance Supervisor 

• Assists the Assistant Deputy County Administrator in all matters regarding the Maintenance and 
Grounds Department; pays all department bills pertaining to County Administration, Board of 
Supervisors, Public Safety Building, Bowman Library, and the Old Civil War Museum. multiple 
specified county-owned or county-maintained properties.  

• Completes technical tasks relative to facility maintenance such as: Develops building maintenance 
schedules and maintenance item spreadsheets including cost, labor and time estimates. 

• Monitors and manages all incoming invoices including entering data into Maintenance Dept. 
Spreadsheets, Codes all invoices and allocate purchases in the Works System 

• Track all utility bills and prepare invoices and utility bills for payment for multiple specified county-
owned or county-maintained properties for County owned properties. 

• Serves as point of contact between the County and Frederick County Public Schools in the 
administration of the Consolidated Maintenance Agreement and use of the on-line work order 
scheduling program administered by FCPS Buildings and Grounds Department.  

• Create and track internal work orders for multiple specified county-owned or county-maintained 
properties utilizing Micromain Facility Management; County Administration Building, Public Safety 
Building, Esther Boyd Animal Shelter, Bowman Library, and the Old Courthouse Civil War Museum 
utilizing Micromain Facility Management; prepare annual report on number and types of repairs.  

• Manages the work order system in such a manner as to provide useful information on costs, 
updates and future budget needs. 

• Serves as point of contact for maintenance workorders at the County Administration building.   
• Plans, assigns, and directs work related to building maintenance.  
• Assists in preparation of complex correspondence for the Maintenance Supervisor. Prepares 

complex correspondence from dictation or written notes for the Assistant County Administrator and 
Maintenance Supervisor.  

• Schedules appointments, meetings, and travel for the Assistant County Administrator.  
• Prepares annual budgets for the Board of Supervisors, County Administration, and Maintenance 

Department. including operating and capital budgets for multiple specified county-owned or 
county-maintained properties 

• Responsible for review and renewal of all maintenance contracts and other contractual services for 
County owned properties. Assists (Maintenance Supervisor) in monitoring, review, and renewal of 
all maintenance contracts and other contractual services for County-owned or county-maintained 
properties in coordination with the County Attorney and the Procurement Manager. 

• Track receipts of all lease payments for Old Courthouse Civil War Museum, Sheriff’s Impound Lot, 
and Frederick-Winchester Service Authority.  

• Assists Maintenance Supervisor in preparation of documents for equipment procurement in 
coordination with the County Attorney and the Procurement Manager. 

• Maintains vendor files and correspondence 



• Maintains vehicle titles for all County public use vehicles. 
• Assists with overseeing Maintenance division vehicle fleet, maintenance to vehicles, and purchasing 

new vehicles 
• Assists Maintenance Supervisor with maintaining preventive maintenance schedules and records.  
• Assists Head Custodian with ordering supplies. 
• Assists Maintenance Supervisor in developing specifications and soliciting commercial contracts for 

good and services and follows procurement policies in acquiring equipment and materials in 
coordination with the County Attorney and the Procurement Manager. 

• Monitors reservation and use of County Administration conference rooms and directs room setup 
• Prepares and distributes monthly meeting, building maintenance, and department 

appointment/vacation, and safe file calendars. 
• Communicates with maintenance staff to promote teamwork, cooperation, and excellence. 
• Maintains confidentiality of departmental issues and documentation. 
• Prepares special projects as assigned. 

Job Requirements: 
 

Education: Graduation from Junior College supplement by extensive office management experience. 
BA or Associates Degree with concentration in accounting, 
 
or minimum of 2 years business/manufacturing experience with financial responsibilities,  
 
or work experience sufficient to thoroughly understand the diverse objectives and requirements of the 
position and demonstrate proficiency in essential duties.  
 

Experience: Considerable clerical and computer experience performed in a similar, professional 
environment. 
2+ years analyst and/or admin role in maintenance dept. 
or 2+ years financial analyst experience 
or equivalent experience (proficient in use of spreadsheets and account payable software).  
Experience in a maintenance program management software system is preferred. 
 
Knowledge/Skills: Strong business analysis and forecasting skills, Demonstrated ability to work 
effectively with individuals at all levels of the organization, Demonstrated ability to use influencing skills 
to accomplish goals and objectives, Able to manage multiple priorities, Demonstrated ability to work in a 
team environment, Strong computer skills. Superior knowledge and use of standard office practices 
and procedures.  Possess exceptional organizational skills. Ability to maintain schedules, disburse, 
monitor and prioritize workload.  Possess strong communication, leadership and supervisory skills. 
Ability to effectively supervise and evaluate the work of subordinate personnel. Ability to work 
independently with little supervision.  Superior knowledge and use of business English, spelling 
and mathematics. Possess superior computer skills, using various programs. Ability to take and 
transcribe minutes or dictation and the ability to compose complex correspondence and other 
materials independently or from marginal notes or drafts. Ability to follow complex oral and 
written instruction and the ability to produce, maintain, and file complex records and reports. 
Proficient in the use of standard office equipment. Ability to serve as liaison with other 



departments, agencies, and the general public.  Attends meetings and reports and disseminates 
information from such meetings as needed.  Ability to maintain a high level of confidentiality. 
Ability to establish and maintain professional and effective working relationships with co-workers, 
agencies, officials and the general public and  possess professional  telephone etiquette. 

Working Conditions:  
 

Physical Demands: Walking, talking, stooping, kneeling, bending, reaching, and gripping. Incumbent 
may be required on occasion to move and lift up to 30 lbs. (boxes, files, etc.); work long periods at a 
desk. 
Supervisory Responsibilities: 

Number of Employees Supervised: 0 Number of Subordinate Supervisors Reporting to Job: 0 

Approvals: 
Revision:  08/30/2013 
Department Director: Date: 8/30/2013 

HR Director: Date:  

Finance Director: Date: 
County Administrator: Date: 
Board of Supervisors Approval: Date: 
 





Clarke County, Virginia Grade Level 17 (Option B) 
Revision Date November 2014 FLSA Status: Non-Exempt 

Office Manager Maintenance   

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
1  

 
General Definition of Work 
 

Under the direction of the Director of Maintenance, performs complex administrative and supervisory 
work within the County, Animal Shelter and Public Schools maintenance department.  Manages day-to-
day office operations, as well as oversees department personnel in the absence of the Director.  
Provides technical tasks relative to facility maintenance and provides technical assistance to the 
Director.   

 
Qualification Requirements 
 

To perform this job successfully, an individual must be able to perform each essential function 
satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability 
required.   

 
Essential Functions 

− Plan, prioritize, assign, supervise, review, and participate in the work of staff responsible for 
County, Animal Shelter and Public Schools facility maintenance. 

− Assist in the supervision of department personnel; process employee concerns and problems; 
directs work; completes performance appraisals and trains employees. 

− Assist in the preparation of the department operation and capital budgets for the County, Animal 
Shelter and Public Schools. 

− Establish schedules and methods for providing facility maintenance services; identify resources 
needed; review needs with appropriate management staff; allocate resources accordingly. 

− Assist with inspecting the work performance of the facility department employees and sub-
contracted work. 

− Monitor and control supplies and equipment; order supplies and tools as necessary; prepare 
documents for equipment procurement; prepare specification and contracts for contract services. 

− Prepares invoices and utility bills for payment; maintains vendor files and correspondence: 
authorized to approve payments in the absent of the director. 

− Collects and compiles statistical data for reports and comparison studies. 
− Assist in the preparation of various contracts, requests for proposals, and reports. 
− Attend and participate in professional group meetings; maintain awareness of new trends and 

developments in the field of facility maintenance; incorporate new developments as appropriate 
into programs. 

− Answer questions and provide information to the public; investigate complaints and recommend 
corrective action as necessary. 

− Assist with State Required Facility Inspections (monthly, quarterly, and annually) 
− Work with work order software (Maintenance Direct) on a daily basis and maintains continuous 

online training . 
− Maintains scheduling of energy management in the absent of the Maintenance Director. 



Clarke County, Virginia Grade Level 17 (Option B) 
Revision Date November 2014 FLSA Status: Non-Exempt 

Office Manager Maintenance   

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
2  

− Assists with overseeing vehicle fleet, maintenance to vehicles, purchasing and vehicle assignment. 
− Oversees records of road signs; orders new signs or replacement signs. 
− Maintain preventive maintenance schedules and records; orders supplies accordingly. 
− Performs related tasks as required. 

 
Knowledge, Skills and Abilities 
 

Broad knowledge of such fields as advanced accounting, marketing, business administration, finance, 
etc. Comprehensive  knowledge of the principles, practices, equipment and techniques of office 
management; comprehensive knowledge of department objectives, procedures and organization; 
thorough knowledge of the Public Procurement Act; Principles of supervision, training, and 
performance evaluation; knowledge of equipment, tools and materials used in facility maintenance 
activities; knowledge in construction and  project management principles; knowledge of principles and 
practices in safety management; thorough knowledge of office procedures, methods and equipment 
including computers and applicable software applications such as word processing,  spreadsheets, and 
various databases. 
 
Ability to organize, implement and direct facility maintenance operations and activities; Supervise, train 
and evaluate assigned staff; Interpret and explain pertinent department policies and procedures; 
Develop cost estimates for supplies and equipment; Demonstrate tact and diplomacy with the public; 
Communicate clearly and concisely, both orally and written; Establish and maintain effective working 
relationships with those contacted in the course of work. 

 
Education and Experience 
 

High school diploma or OED; Extensive experience in personnel supervision, office management, 
administration and support. 
 

Physical Requirements 
 
This work requires the regular exertion of up to 100 pounds of force; work regularly requires standing, 
walking, speaking or hearing, using hands to finger, handle or feel, reaching with hands and arms, 
pushing or pulling and repetitive motions, frequently requires stooping, kneeling, crouching or crawling 
and lifting and occasionally requires tasting or smelling; work has no special vision requirements; vocal 
communication is required for expressing or exchanging ideas by means of the spoken word; hearing is 
required to perceive information at normal spoken word levels; work requires preparing and analyzing 
written or computer data, operating machines, operating motor vehicles or equipment and observing 
general surroundings and activities; work has no exposure to environmental conditions; work is 
generally in a moderately noisy location (e.g. business office, light traffic). 

 
Special Requirements 

− Possession of an appropriate driver's license valid in the Commonwealth of Virginia. 
 



 

Facilities Manager 
 

Bargaining Unit:  

Class Code: 
0539 

CITY OF ROANOKE, VIRGINIA  

SALARY RANGE 
$61,041.76 - $97,666.92 Annually   

 
DESCRIPTION: 
Looking for a challenge as a dynamic forward-thinking leader in the Facilities Management field? Are 
you ready to have significant influence on the pace of change in creating more energy efficient 
facilities? Are you excited by the possibility of operating in a high performance and green focused 
environment? Do you have the experience to create and maintain a sustainable facility management 
program on a large scale? If you can answer yes to all of these questions, then the City of Roanoke is 
looking for you now. The successful professional that will fill this vital role should have a bachelor's 
degree from a four-year college or university with a major in business, civil engineering, public 
administration, property management or related field; ten or more years related experience in 
building construction and maintenance; and considerable managerial experience and/or training. May 
be required to wear some type of respiratory protection in the performance of their duties. An 
equivalent combination of education and experience may be considered. The Facilities Manager must 
be a City resident or secure residence within the City limits within 12 months of employment. He/She 
will have a generous total compensation package that will be in accordance with the knowledge, skills 
and abilities that are brought to the table. Package includes a generous paid leave program, defined 
benefit retirement plan, employer matched 457 and FSA programs, tuition assistance, top of the line 
medical and dental insurance programs and many more items too numerous to mention.  
EXAMPLES OF DUTIES: 
SUMMARY  
Directs, plans and coordinates the operation of the division of Facilities Management engaged in 
building maintenance, repair, renovation and retrofitting projects and custodial services activities. 
Responsibilities entail customer service, productivity measurement, process improvements, planning, 
strategic management, communications and performance effectiveness that take into account life 
cycle costing so as to ensure that projects are completed with sustainability in mind. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. 
 
Implements sustainable programs and policies that bring a higher level of energy and environmental 
awareness to City employees in conjunction with the City's Energy Program 
 
Identifies efficiency improvement opportunities and put in place sustainable policies for facilities in 
need of significant system and operational improvements 
 
Promotes the transformation to sustainable building and operating practices through the use of 
cleaner materials and the reduction of material waste and chemical contamination 
 
Minimizes the use of energy, water and environmentally unfriendly building materials in accordance 



with LEED recommendations for operations and maintenance best practices 
 
Initiates and executes preventive maintenance programs for properties and equipment   
 
Initiates contracts and supervises maintenance contractual services pertinent to City facilities and 
equipment 
 
Establishes objectives, revises divisional strategic business plan, develops measurements, evaluates 
operations and the overall effectiveness of the division's services 
 
Prepares spending analysis, capital maintenance, financial estimates and division reports as required 
 
Develops and implements divisional operational and personnel policies and recommends new or 
revised policies to the Director 
 
Prepares the divisions operating and capital  budgets, and monitors and/or approves expenditures 
 
Coordinates and oversees the completion of work of staff engaged in general building maintenance 
involving electrical, heating, air conditioning, water system, carpentry, painting, mechanical, 
plumbing, and custodial  
 
Monitors the work of staff for conformance with city and division policies and practices and provides 
assistance when problems arise 
 
Prepares long-range plans for the division that include financial analysis and project review 
 
Recommends and implements energy reducing and sustainability programs 
 
Coordinates with applicable departments and divisions on budgetary problems, projects, plans and 
specifications 
 
Plans, budgets, and schedules facility modifications including cost estimates, bid sheets, layouts, and 
contracts for construction with sustainability in mind 
 
Manages the work order system in such a manner as to provide useful information on costs, customer 
updates as well as current and future budget needs 
 
Knowledge of pertinent rules and regulations, guidelines, safety orders, departmental operating 
procedures and safety regulations sufficient to insure that work is performed in compliance with 
applicable law.  
 
Develops and maintains a preventive maintenance schedule program for equipment and machinery.  
 
Ensures required OSHA and other mandated training and certifications are completed by assigned 
staff.  
 
Enforces sound safety and housekeeping practices.  
 
Ability to establish a culture of safety for employees and ensure that work processes are free from 
safety and health hazards, employees are properly trained and programs are in place to ensure 
safety.  
 
May be required to wear some type of respiratory protection in the performance of their duties. 
 
SUPERVISORY RESPONSIBILITIES  
Supervises approximately 60 employees in the Building Maintenance and Custodial Services. Is 
responsible for the overall direction, coordination, and evaluation of this unit. Carries out supervisory 



responsibilities in accordance with the organization's policies and applicable laws. Responsibilities 
include interviewing, hiring, and training employees; planning, assigning, and directing work; 
appraising performance; rewarding and disciplining employees; addressing complaints and resolving 
problems.  

TYPICAL QUALIFICATIONS: 
QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 
required. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
EDUCATION and/or EXPERIENCE  
Bachelor's degree from four-year college or university with major in business, public administration, 
civil, structural or mechanical engineering or related field; ten years related managerial experience in 
construction, fleet operations, purchasing or related field and knowledge of  and experience in dealing 
with LEED certified renovations or new projects; or equivalent combination of education and 
experience. 
 
SPECIAL REQUIREMENTS 
Must be a City resident or secure residence within the City limits within 12 months of employment.  

SUPPLEMENTAL INFORMATION: 
LANGUAGE SKILLS  
Ability to read, analyze, and interpret technical journals, financial reports, and legal documents. Ability 
to respond to inquiries or complaints from citizens, regulatory agencies, or members of the business 
community orally and in writing. Ability to effectively present information to management, public 
groups, and/or boards of directors. Ability to negotiate and resolve conflicts. 
 
REASONING ABILITY  
Ability to define problems, collect data, establish facts, and draw valid conclusions. Ability to interpret 
and deal with an extensive variety of variables. Ability to interpret an extensive variety of technical 
instructions in mathematical or diagram form and deal with abstract and concrete variables.  
 
CERTIFICATES, LICENSES, REGISTRATIONS 
One of the following certifications is preferred:  Certified Facility Manager (CFM), Certified Professional 
Property Specialist (CPPS), Certified Professional Property Administrator (CPPA), Certified Professional 
Property Manager (CPPM), Certified Residential/Commercial Property Manager (CRPM), Facilities 
Management Administrator (FMA), Systems Maintenance Administrator (SMA) or Professional Engineer 
(PE). Must possess a valid appropriate driver's permit issued by the Commonwealth of Virginia. 
 
PHYSICAL DEMANDS   
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to talk or hear. The 
employee frequently is required to stand; walk; sit; use hands to finger, handle, or feel; and reach 
with hands and arms. The employee is occasionally required to climb or balance and stoop, kneel, 
crouch, or crawl. The employee must occasionally lift and/or move up to 25 pounds.  Specific vision 
abilities required by this job include ability to adjust focus. 
 
WORK ENVIRONMENT   
The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this job. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. 
 



While performing the duties of this job, the employee is occasionally exposed to wet and/or humid 
conditions, moving mechanical parts, and outside weather conditions.  The noise level in the work 
environment is usually moderate. 
 
This is a job description and not an individualized position description. A job description 
defines the general character and scope of duties and responsibilities of all positions in a 
job classification, but it is not intended to describe and does not necessarily list the 
essential job functions for a given position in a classification.  

 



 

DIRECTOR OF GENERAL PROPERTIES  

GENERAL DEFINITION 

Performs difficult professional and administrative work providing general management and supervision of 
maintenance functions for all County property.  Oversees County property operations and project 
management and administration.   

ORGANIZATIONAL RELATIONSHIP 

This position reports directly to the County Administrator or his/her designee.  The position supervises 
maintenance personnel, custodial personnel, as well as several jail trustees at any given time.  The position is 
responsible for coordinating projects between all county departments and oversees selection and work of 
outside vendors. 

TYPICAL TASKS 

• Directs, manages and supervises all aspects of County buildings and grounds, including grounds 
maintenance, custodial services, building maintenance and repair, skilled trades, renovation projects, 
new construction, and contract administration; 

• Responsible for management of the County vehicle fleet, including review of all requests for vehicle 
purchases, as well as vehicle maintenance and record retention; 

• Performs facilities planning and coordinates with mechanical, electrical, engineering and 
architectural consultants; 

• Oversees operations and maintenance functions, planning and budgeting, construction inspection, 
and relevant communications; 

• Assures compliance with Building and Fire Codes and other State and Federal regulatory 
requirements; 

• Serves as Americans with Disabilities Act coordinator for County properties and buildings; 
• Coordinates with County Department Heads, Town Officials, and others as needed on capital plans 

and improvements or other projects as needed; 
• Responsible for managing inventory and the disposal of all surplus vehicles, equipment, furniture, 

etc., including public auctions; 
• Provides recommendations for enhancements to all areas regarding the County’s property 

maintenance and related activities; 
• Responsible for maintaining the County’s street sign program; 
• Performs other duties as may be assigned. 

ESSENTIAL KNOWLEDGES, SKILLS AND ABILITIES 

Thorough knowledge of modern construction practices, materials, methods, and equipment; ability to read 
plans, blueprints, and other construction documents and determine impact; thorough knowledge of general 
maintenance and equipment, project administration; ability to exercise independent judgment and initiative in 
determining operating conditions; ability to plan and supervise work of subordinates; ability to work with 
contractual agreements, contractors, engineering consultants and the general public; strong administrative 
ability to include budgeting, planning work schedules and personnel management; ability to read and 
interpret complex architectural and engineering drawings.  Knowledge of building codes and construction 
standards; good oral and written communication skills; good interpersonal skills; ability to utilize office 
software and email. 
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TRAINING, EDUCATION AND EXPERIENCE 

Any combination of education and experience equivalent to graduation from a community or four year 
college.  Minimum of three years experience in property management or construction management field.   

SPECIAL REQUIREMENTS AND RELATED OBLIGATIONS 

Licenses and Certificates – None.  Position may require evening, weekend, holiday or irregular work 
schedule due to the nature of the job requirements. 

The successful applicant will possess and maintain a valid Virginia Motor Vehicle Operator's License.  
Note:  Applicant must have and maintain a driving record acceptable to Franklin County and its insurance 
carrier(s). 

PHYSICAL DEMANDS 

This position requires occasional physical exertion as it applies to accessing roofs, etc. for the purpose of 
carrying out the job functions which may include climbing ladders, bending, stooping, and walking.  
Requires occasional lifting of 50 lbs. 

WORK ENVIRONMENT 

Some of the functions of the position are office related.  However, ongoing projects (construction related 
environments) require frequent site visits.  May require outside activities including snow removal.  

AMERICANS WITH DISABILITIES ACT COMPLIANCE 

Franklin County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, 
Franklin County will provide reasonable accommodations to qualified individuals with disabilities. 
Prospective and current employees are encouraged to discuss ADA accommodations with the employer. 

This description provides information regarding the essential functions of the designated job, and the general 
nature and level of work associated with the job.  It should not be interpreted to describe all the duties whose 
performance may be required of such employees or be used to limit the nature and extent of assignments 
such an individual may be given.  (Last Updated 07/03/2007, 10/26/17)(Rev Intranet 4/19) 
 

FLSA Status:   __X__ Exempt 
    _____  Non-Exempt 
 
Pay Grade   From Grade 29 to Grade 30 7/1/16 
 
  Grade 30 _ Min $63,820, Mid $82,966, Max $102,112 



 

LEAD SENIOR MAINTENANCE TECHNICIAN – GENERAL PROPERTIES DEPARTMENT 
 
GENERAL DEFINITION           
 
Performs skilled work maintaining County Facilities and infrastructure.  Works to ensure compliance with all regulatory agencies and 
assures that all County properties are safe and accessible.  Responsibilities include supervising routine maintenance and cleaning 
activities; project management of improvements completed by in-house staff and outside contractors. 
 
ORGANIZATIONAL RELATIONSHIP          
 
Work is performed under the general supervision of the Director of General Properties. 
 
TYPICAL TASKS            

 
• Schedules and sets priorities for maintenance and repair work on County buildings, vehicles and equipment.  Plans, 

implements and evaluates all divisional programs and activities; 
• Performs buildings and grounds repair and maintenance jobs as required such as painting, carpentry, electrical, equipment 

maintenance and repair, masonry or refinishing jobs; 
• Assigns, schedules and directs the work of subordinates engaged in the maintenance of public buildings and grounds; 
• Checks and repairs infrastructure including maintenance equipment and other equipment; 
• Schedules ongoing, preventative maintenance for all County facilities; 
• Coordinates records, writes necessary reports and memoranda, coordinates maintenance and repair work with other 

departments and divisions in conformity to safety requirements; 
• Coordinates use of vendors for buildings, vehicles and equipment repair work; 
• Provides technical assistance in the development of service contracts and performs administration of contracts; 
• Orders maintenance supplies and materials with a great deal of independence; 
• Responsible for stocking of janitorial chemicals, paper products and general janitorial supplies; 
• Responsible for bi-annual air filter orders and general maintenance for all County facilities; 
• Responsible for maintaining specialized industry certifications, such as pesticide, asbestos and/or forklift; 
• Makes regular inspections of buildings and grounds to insure safe public use; 
• May require occasional mowing of grass, yardwork and seasonal snow removal;  
• Assists in more difficult tasks, and personally performs skilled repair work; 
• Responsible for the maintenance of all maintenance equipment and schedule regular repair and maintenance schedule for 

mechanical items; 
• Provides support at special events including site preparation, set-up and take-down, and repair of facilities due to heavy 

public use; 
• Reviews construction and project plans and sites; provides technical advice on installation and maintenance aspects of 

construction projects; interpret and explain standards; makes corrections; takes and recommends alternative courses of action; 
• Provides input on new projects and improvement plans; plans, coordinates and supervises smaller renovation projects; meets 

with contractors; provides direction, coordination and assistance to various departments, outside agencies and community 
groups; assists in preparing specification, selecting contractors and supervising larger projects; 

• Performs other duties as assigned. 
 

ESSENTIAL KNOWLEDGES, SKILLS AND ABILITIES        
 
Thorough knowledge of property maintenance and the equipment and tasks related to maintenance of public buildings; thorough 
knowledge of building codes and fire code and the occupational hazards and safety precautions of the work; ability to exercise 
independent judgment in determining operation conditions; ability to plan, schedule and supervise the work of maintenance staff; 



thorough knowledge of plumbing, electrical, building and turf management, and ability to establish and maintain accurate records.  
Thorough knowledge of modern construction practices, materials, methods and equipment; ability to read plans, blueprints and other 
construction documents.  Ability to interpret and work from drawings, specifications and other technical materials.  Ability to produce 
good oral and written communication skills; excellent interpersonal skills required. 
 
TRAINING, EDUCATION AND EXPERIENCE         
 
Any combination of education and experience equivalent to graduation from high school or vocation school and extensive experience 
including some experience in building maintenance work and project coordination. 
 
SPECIAL REQUIREMENTS AND RELATED OBLIGATIONS       
 
Certification in one or more of building trades may be required.  May be required to obtain specialized certifications as necessary.  
Position may require evening, weekend, holiday or irregular work schedule.  Possession of a valid driver’s license issued by the 
Commonwealth of Virginia.  Note: Applicant must have and maintain a driving record acceptable to Franklin County and its insurance 
carrier(s).   
 
PHYSICAL DEMANDS            
 
Involves frequent walking and occasionally over rough or uneven terrain; lifting and carrying objects weighing 15-50 pounds, with 
occasional lifting of items weighing over 100 pounds.  Involves climbing ladders, stooping and crawling in confined spaces.  Frequent 
operation of vehicles, shop and hand tools, requiring manipulative skills and hand-eye coordination.  
 
WORK ENVIRONMENT           
 
In general, the job is performed in a climate-controlled office setting.  However, outdoor visits to sites with various terrain and in 
varying weather conditions may occur during all seasons of the year.  

AMERICANS WITH DISABILITIES ACT COMPLIANCE 

 
Franklin County is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, Franklin County will 
provide reasonable accommodations to qualified individuals with disabilities. Prospective and current employees are encouraged to 
discuss ADA accommodations with the employer. 
 
This description provides information regarding the essential functions of the designated job, and the general nature and level of work 
associated with the job.  It should not be interpreted to describe all the duties whose performance may be required of such employees 
or be used to limit the nature and extent of assignments such an individual may be given. (Developed 05/21/19) 
 
Grade 16 
FLSA:  Non-Exempt 
Grade 16 Min $32,233; Mid $41,903; Max $51,573 

Recommended by: _______________________________   ______________    
   Dept. Head             Date 

 

Reviewed by:  _______________________________       ______________    
   Human Resources    Date 

 

Approved:  _______________________________  ______________    
   County Administrator    Date 



  

 
 

 

Facilities and Grounds Manager Position # : PWD 1206 

Public Works FLSA:  Exempt 

  Grade: 24 
JOB SUMMARY 

 

This position is responsible for the management and maintenance of county buildings and facilities. 

 

MAJOR DUTIES 

 

 Hires, trains, assigns, directs, schedules, supervises, evaluates and disciplines personnel. 

 

 Manages and directs the maintenance of county facilities and grounds. 

 

 Manages set-up operations for meetings and special events. 

 

 Develops budget proposals and administers approved funds. 

 

 Manages services contracts and the work of external contractors. 

 

 Develops building maintenance schedules and maintenance item spreadsheets, including cost, labor 

and time estimates. 

 

 Assists in the procurement of goods and services. 

 

 Manages capital projects. 

 

 Oversees snow removal operations. 

 

 Coordinates safety training for assigned personnel. 

 

 Performs related duties. 
 

KNOWLEDGE REQUIRED BY THE POSITION 

 

 Knowledge of local, state and federal codes, acts and policies concerning electrical, building, 

plumbing and HVAC, and the installation, maintenance and repair of same. 

 

 Knowledge of the practices, processes, materials and equipment used in the maintenance, repair 

construction and improvement of public buildings and grounds. 
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 Knowledge of county and department policies and procedures. 

 

 Knowledge of construction practices and industry standards. 

 

 Construction management experience or equivalent certification. 

 

 Knowledge of contract development, negotiation, and administration. 

 

 Knowledge of budget management principles and budget preparation. 

 

 Knowledge of project management principles. 

 

 Knowledge of public administration, public accounting and public procurement. 

 

 Knowledge of OSHA regulations and safe work principles. 

 

 Skill in problem solving, planning, scheduling, organization and decision making. 

 

 Skill in interpersonal relations. 

 

 Skill in operating computers and job related software programs. 

 

 Skill in reading, understanding, and interpreting plans, blueprints, schematics and construction 

drawings. 

 

 Skill in oral and written communication. 

 

SUPERVISORY CONTROLS 

 

The Public Works Director assigns work in terms of very general instructions. The supervisor spot-

checks completed work for compliance with procedures and the nature and propriety of the final results. 

 

GUIDELINES 

 

Guidelines include building codes, safety rules, and department and county policies and procedures. 

These guidelines require judgment, selection, and interpretation in application.   

 

COMPLEXITY/SCOPE OF WORK 

 

 The work consists of varied building and grounds maintenance and management duties. The variety 

of tasks to be performed contributes to the complexity of the position. 

 

 The purpose of this position is to manage the maintenance of county buildings, grounds and 

facilities.  Successful performance helps contribute to the provision of safe and well-maintained 

facilities. 

 

CONTACTS 

  

 Contacts are typically with coworkers, vendors, contractors, and members of the general public. 
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 Contacts are typically to exchange information, motivate persons, negotiate matters, resolve 

problems, and provide services.  

 

PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 

 The work is typically performed while sitting at a desk or table or while intermittently sitting, 

standing, walking, bending, crouching, or stooping. The employee occasionally lifts light and heavy 

objects. 

 

 The work is typically performed in an office and outdoors, occasionally in cold or inclement 

weather. The employee may be exposed to noise, dust, dirt, grease, and machinery with moving 

parts. Work requires the use of protective devices such as masks, goggles, gloves, etc. 

 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 

This position has direct supervision over Facilities Supervisor (1), Grounds Supervisor (1) and other 

assigned personnel. 

 

MINIMUM QUALIFICATIONS 

 

 Knowledge and level of competency commonly associated with the completion of a baccalaureate 

degree in a course of study related to the occupational field. 

 

 Experience sufficient to thoroughly understand the diverse objectives and functions of the subunits 

in the division/department in order to direct and coordinate work within the division/department, 

usually interpreted to require at least five (5) years of related supervisory and/or management 

experience. 

 

 Construction management certification or five (5) to seven (7) years of direct project management 

experience. 

 

 Possession of or ability to readily obtain a valid driver’s license issued by the State of Virginia for 

the type of vehicle or equipment operated. 
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Gloucester County Job Description 
 

 POSITION:   Facilities Management Director
 DEPARTMENT:  Facilities Management 
 JOB CODE:  216 
 FLSA:    Exempt 

 
GENERAL STATEMENT OF JOB:  Under general direction, performs supervisory and administrative work 
coordinating repair and maintenance operations of County buildings and grounds; managing custodial services; 

fleet vehicles and all phases of the County's Mosquito Control program.  Employee must exercise considerable 
initiative and independent judgment in all phases of work. Employee must also exercise tact and courtesy in 

contact with public officials, developers, contractors, and the public. Reports to the Deputy County Administrator.  
 
ESSENTIAL JOB FUNCTIONS: 

 
1. Establishes and implements operating procedures, policies, work plans and priorities of the Facilities 

Management Department; develops operational plans for various County services. Prepares correspondence, 

communications and prepared reports on departmental activities using a variety of formats; assumes 
responsibility for correctness of spelling, punctuation, and grammar.  

 
2. Inspects and evaluates general physical condition and appearance of County property. Plans, organizes and 

directs cost effective and timely repair and maintenance activities to ensure service of current and anticipated 
needs of County; ensures compliance with State and federal regulations; projects manpower and staffing 

requirements to meet current and anticipated needs; confers with County departments and outside agencies 

as required.   
 

3. Directs, through subordinate supervisors, the work of skilled and semi-skilled personnel engaged in building 
and grounds maintenance and repair activities in the areas of electrical, plumbing, HVAC, custodial, landscape, 

carpentry, and general maintenance. 

 
4. Supervises all administrative matters in the Facilities Management Department, including budget 

administration, capital improvement plans, accounts payable, general ledger monitoring, scheduling, and 
personnel matters.   

 
5. Receives and investigates complaints, requests or inquiries from the public and other county department 

officials pertaining to departmental services or programs, conferring with those affected and addressing as 

appropriate; receives and investigates inquiries and complaints pertaining to personnel matters and addresses 
as appropriate.   

 
6. Manages the Mosquito Control program; determines effective treatments in the development of an Integrated 

Pesticide Management program and serves as liaison to the Mosquito Control Commission.   

 
7. Plans and supervises small-scale construction and renovation projects performed by buildings and grounds 

staff; drafts and designs small-scale architectural projects and produces construction plans, material lists, and 
budgets.  

 

8. Develops specifications and solicits commercial contracts for goods and services; follows procurement policies 
in the acquisition of equipment and materials; supervises and monitors work of contractors.   

 
9. Facilitates training for employees on workplace safety measures; leads meetings and seminars on safety 

issues.   
 

10. Maintains records of asbestos and lead reports on all County buildings collecting samples for testing where 

necessary.   
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11. Monitors maintenance contracts for various equipment and systems in all County facilities. 
 

12. Performs other duties as assigned.  
 

EMPLOYEE UTILIZATION IN ADVERSE WEATHER AND EMERGENCY CONDITIONS 

 
All Gloucester County employees are subject to being assigned to specific positions and tasks during a “Declared 

Emergency” as support personnel, by the County Administrator, the Emergency Management Director, or the 
Emergency Operations Plan (EOP). Once assigned, this would be the same as a regular work assignment and all 

policies and procedures for duty assignments apply. (Please see Gloucester County Administrative Policy 101.1 - 
Employee Utilization in Adverse Weather and Emergency Conditions.) 

 

JOB LOCATION AND CONDITIONS: 
 

Duties are performed in an office environment and occasionally outdoors in all types of weather.  Operates variety 
of office equipment: computer, copier, fax, and calculator.  

 

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 
 

Thorough knowledge of the administrative practices and procedures relative to landscape maintenance and 
management.  

 
Thorough knowledge of the principles and practices of facility management as applied to the design, construction 

and maintenance of a wide variety of municipal facilities.  

 
Thorough knowledge of the occupational hazards and proper safety precautions utilized in construction and 

maintenance work.  
 

Broad knowledge of the principles and practices of supervision, organization and public administration. 

 
Broad knowledge of the current literature, trends and developments in the field of facility management and 

maintenance.  
 

General knowledge of personal computers and commonly used Microsoft Office software products to include 

Outlook, Word, and Excel; specialized programs and the internet. 
 

Ability to plan, assign and coordinate the work of a large technical staff.  
 

Ability to prepare correspondence, reports, forms, budgets, studies, purchase orders, etc., using prescribed 
formats and conforming to rules of punctuation, grammar, diction, and style.  

 

Ability to speak before groups of people with poise, voice control and confidence. 
 

Ability to communicate effectively and efficiently in a variety of technical or professional languages including 
engineering terminology. 

 

Ability to coordinate hands and eyes rapidly and accurately in using office equipment. 
 

Ability to handle a variety of items such as office equipment. Must have minimal levels of eye/hand/foot 
coordination.   

 
Ability to deal with people beyond giving and receiving instructions. Must be adaptable to performing under 

minimal levels of stress.   
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EDUCATION AND EXPERIENCE: 

 
Associate’s Degree in Engineering, Construction Technology, Business Administration, Public Administration or a 
related field. 

 

Five (5) to seven (7) years of progressively responsible supervisory and management experience in building and 
facilities maintenance and administration of building services. 

 
Any equivalent combination of education training and experience that provides the required knowledge, skills and 

abilities. 
 
NECESSARY SPECIAL QUALIFICATIONS: 

 
Possession of a valid driver’s license; possess and maintain a driving record that meets established Gloucester 

County Driving Standards.  
 

Possession of a valid Pesticide Applicator Certificate issued by the Commonwealth of Virginia. 

 
Possession of Asbestos Supervisor License issued by the Commonwealth of Virginia preferred.   

 



COUNTY OF MADISON 
POSITION DESCRIPTION 

JOB TITLE: 
Facilities Maintenance Manager  

LOCATION:   Facilities and Maintenance 

STATUS:  Full-Time 

IMMEDIATE SUPERVISOR: 
County Administrator  

PAYGRADE:   13 

FLSA STATUS: Non-Exempt 

 
GENERAL DEFINITION OF WORK: 
Performs responsible skilled work in the repair and installation of building systems 
and equipment; performs turf management; does related work as required. 
Supervision over semi-skilled and unskilled workers.   On call 24 hours a day, seven 
days a week for emergency situations. This position is designated as Essential 
Personnel, which requires that employees report to their job site during 
emergency situations, such as snow or weather related conditions, as determined 
by the County Administrator 

 
ESSENTIAL FUNCTIONS:  

 In cooperation with the County Administrator, plans all electrical and 
mechanical projects for local government including design, material 
procurement, allocation of manpower, scheduling, contract management 
and evaluation of completed work;  

 Assigns duties to maintenance and grounds mechanic for local government 
facilities; 

 Assigns duties to custodians; 
 Assigns duties to “seasonal” staff; 
 Provides on the job training for maintenance mechanics;  
 Coordinates the preventative maintenance program for electrical and 

mechanical equipment, and systems;  
 Communicates with maintenance staff to promote teamwork, cooperation 

and excellence;  
 Evaluation of new employees and the annual evaluation of maintenance 

staff;  
 Performs skilled work and coordinates maintenance repairs, modifications, 

installations, and construction related to local government facilities;  
 Ensures that inspection contracts are performed as mandated and as 

specified;  
 Ensures that maintenance contracts are performed as specified;  



 Prepares budgets for Facilities and Maintenance and any portion related to 
field maintenance for Parks and Recreations and manages expenditures for 
both budgets; 

 Responds to heating and cooling requests;  
 Evaluates maintenance staff work order performance;  
 Maintains records of work and provides written and oral reports;  
 Establishes appropriate safety practices for maintenance staff;  
 Assists in providing cost estimates for repairs, installations and preventive 

maintenance;  
 Performs routine maintenance for local government facilities as evaluated 

against budget and schedule constraints;  
 Engages contract services for local government facilities as evaluated 

against budget and schedule constraints;  
 Performs landscaping and turf management;  
 Performs related tasks as required.  

 

KNOWLEDGE, SKILLS AND ABILITIES:  
Thorough knowledge of the methods, materials, tools and equipment used in 
maintenance, minor renovations, general construction and turf management; 
thorough knowledge of installing and repairing building systems and equipment; 
ability to coordinate contractors and maintenance staff in the repairing or 
enhancement of building systems and grounds; ability to follow oral and written 
instructions. 

 
EDUCATION AND EXPERIENCE:  
Any combination of education and experience equivalent to completion of high 
school or vocational school. Minimum five (5) years experience as a maintenance 
mechanic, or equivalent position. SPECIAL REQUIREMENTS:  Possession of a valid 
driver’s permit issued by the Commonwealth of Virginia. 

 
PHYSICAL CONDITIONS AND NATURE OF WORK CONTACTS:  
Performance of more strenuous physical tasks, such as a) walking over rough or 
uneven surfaces; b) bending or stooping; c) working in confined spaces; d) lifting 
and carrying items weighing 20-50 pounds, and e) exposure to potentially disabling 
injuries or illness. Cooperative in nature, with most conflicts resolved at this level. 
Regular contacts made with individuals from a) other internal organization units; 
b) outside organization; and c) the general public for the purpose of achieving 
organization goals and missions. Good communication skills required. 

 



Approved as presented on August 14, 2012 on motion of Supervisor Lackey, 

seconded by Supervisor Weakley. 

Aye: Allen, Lackey, Butler, Elliott, Weakley           

Nay: (0)  
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Maintenance Cost Analyst - Richmond, Virginia United States -
8866

This closed position was filled. Check out our Jobs Search Page (/job-seekers-unreg/job-search/) for our current open positions
similar to this one.

JOB DESCRIPTION
Job #: 8866

Title: Maintenance Cost Analyst

Job Location: Richmond, Virginia - United States

Employment Type:

Salary: $60,000.00 - $65,000.00 - US Dollars - Yearly

Employer Will Recruit From: Regional

Relocation Paid?: Negotiable

WHY IS THIS A GREAT OPPORTUNITY?

Maintenance Cost Analyst 

Our client is positioned at the beginning of their growth phase having successfully spun off, implementing the foundations for the
business success with very knowledge and technical leadership in place from day 1, and ready for rapid company growth offering a
great career opportunity for great people. If you believe in driving results in a friendly environment that is open to creative ideas and
diverse perspectives, then this is the place for you. They are built on a rich history of teamwork, innovation, and customer focus and
that has a fun, entrepreneurial mindset.  
 

JOB DESCRIPTION
Responsibilities:

Responsible for supporting Maintenance department for tracking and planning of Work Orders, Requisitions and PO’s to
provide accurate forecasting of work being performed and to be performed.
Responsible for supporting the Contract Administrator in the area of contractor / vendor cost and time keeping
Responsible for reporting the Maintenance budget status, monthly accruals to the Senior Cost Analyst
Responsible for maintenance procedure updates and distributes
Provides backup support for the Maintenance Timekeeper
Other duties as required

 

QUALIFICATIONS
Work experience Requirements:

2+ years analyst and or administrative role in maintenance department in a manufacturing environment
2+ year financial analyst experience or equivalent
SAP experience (Maintenance Module / Purchasing and Accounts Payable)
Time and Attendance experience (preferably KRONOS)

Education Requirements:

BA or Associates Degree with concentration in Accounting or minimum of 2 years Business/Manufacturing experience with
financial responsibilities

https://searchnpaworldwidejobs.com/job-seekers-unreg/job-search/
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Knowledge, Skills, and Abilities Requirements:

Strong business analysis and forecasting skills
Strong written and verbal communication skills
Demonstrated ability to work effectively with individuals at all levels of an organization
Demonstrated ability to use influencing skills to accomplish goals and objectives
Able to manage multiple priorities
Demonstrated ability to work in a team environment
Strong computer skills (SAP proficiency)

Education:  
University - Associate's Degree/Graduate Diploma/2 Years

Matchmaker (https://npa-matchmaker.com) NPA Central
(https://admin.membernova.com/305566/User/Login) Job Board
(https://searchnpaworldwidejobs.com/) Privacy Policy (https://npa-
matchmaker.com/privacy-policy/)

https://npa-matchmaker.com/
https://admin.membernova.com/305566/User/Login
https://searchnpaworldwidejobs.com/
https://npa-matchmaker.com/privacy-policy/






















 
 
 

 
 

County of Frederick 
 

      Department of Human Resources 
 

(540) 665-5668 
Fax : (540) 665-5669 

 hr@fcva.us 
 
 

To: Frederick County HR Committee 
Frederick County Board of Supervisors 

 
From: 

 
Michael Marciano, Director of Human Resources 

 
Date: May 7, 2021 
 
Re: 
 

Northwestern Regional Adult Detention Center (NRADC) Request for New 
Position 

 
 
NRADC is requesting that a Medical Clinic Administrative Assistant be added to Frederick County 
Salary Administration Program (SAP).  The Human Resources Department has reviewed the job 
description submitted for the position, studied the positions listed in the County’s SAP, considered the 
desire of the NRADC to add this position, and analyzed the salaries of other counties/entities 
throughout the region.  It is the recommendation of the Director of Human Resources that the Human 
Resources Committee, and, subsequently the Board of Supervisors, approve the creation of a Medical 
Clinic Administrative Assistant.   
 
 
 



 

 

Northwestern Regional Adult Detention Center 

 

 
                                                                                                           

 

  

TO:  Robert Wells, Human Resources Committee 

 

COPY:  Michael Marciano, Human Resource Director 

 

FROM: Captain Tana Jones, Support Services Division 

 

SUBJECT: Creation of Medical Clinic Administrative Assistant Position 

 

DATE:  May 3, 2021 

 

The purpose of this memorandum is to reclassify an existing Records Clerk position1, salary 

range 3 ($31,775 to $50,733), to a newly created Medical Clinic Administrative Assistant, salary 

range 6 ($43,516 to $69,582). This request is based upon a thorough review and update of 

existing job descriptions as requested by the  HR Director, Michael Marciano, on February 19, 

2021. In his email, Mr. Marciano addressed the subject of “Compensation.”  

 
Compensation: It is important that employees are competitively compensated, and job 

descriptions are an integral part of that objective. The job description should provide detailed 

information that enables a person to receive an appropriate compensation and avoid “salary 

compression” issues. Salary compression is the situation that occurs when there is only a small 

difference in pay between employees regardless of their skills or experience. It can occur when 

the minimum salary level for a position is increased for competitive reasons, without a 

corresponding adjustment to salaries for existing employees with more than entry or lower-level 

experience. (Attachment 1) 

Northwestern Regional Adult Detention Center (NRADC) reviewed the job description for the 

Medical/Records Clerk Typist III with the Nursing Director, Allena Kovak, and it was 

determined that the current job description (Attachment 2), did not reflect the totality of the job 

duties that are being performed by the employee in this position. The duties for this position 

were originally those of a Records Clerk (e.g., record-keeping, managing forms and information) 

While the objectives and goals of the personnel assigned to this position have always been to aid 

in the smooth operations of the medical department and to assist the Director of Nursing in the 

everyday functionality of the department, the job description of a Records Clerk does not do 

justice to the totality of the work performed. Research was performed by Superintendent Corbin 

 
1 NRADC refers to this Records Clerk role as a “Medical/Records Clerk Typist III.”  
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for those who work in the medical field and are tasked with the job responsibilities that are 

comparable to that of NRADC’s Records Clerk in our medical department. He obtained job 

descriptions from a physician’s office and from a correctional facility (Attachment 3).  Upon 

close review, the Medical Clinic Administrative Assistant job description somewhat mirrors the 

duties and responsibilities of the role performed at NRADC. The revised job description details 

an accurate account of the responsibilities of this position, and our review of this position is 

unique within the County (Attachment 4). 

 

In order to ensure a fair comparison of the job duties performed by NRADC’s Records Clerk, 

additional online research and inquiries were also made to various localities. Our search revealed 

that no comparable job descriptions exist that meet the level of involvement performed by 

NRADC’s Records Clerk in our medical department. 

To ascertain an appropriate compensation for the Medical Clinic Administrative Assistant, we 

looked at similar positions at NRADC.  The closest one is that of NRADC’s Administrative 

Assistant in the Administrative Division. This position pays a salary of range 6 ($43,516 to 

$69,582). Since the Medical Clinic Administrative Assistant performs many of the same duties 

outlined in the Administrative Assistant job description (Attachment 5) as well as performs 

duties particular to the support of NRADC’s medical clinic, we believe a range 6 compensation 

is appropriate.  

Attached is a table that illustrates some of the salary information used for comparison purposes. 

(Attachment 6) 

Locality Position Title Sample Range 

Middle River Regional Jail Medical Secretary $36,242.00 - $40,000.00 

Prince William Regional Jail Medical Department Support Staff $20.43/hr. - $42.14/hr. 

RSW Regional Jail Records Clerk $30,976.00 - $47,133.00 

City of Winchester Police Dept. Records Clerk $34,132.80 - $52,864.21 

City of Winchester Police Dept. Records Management Coordinator $39,520.00 - $61,207.80 

City of Harrisonburg Administrative Assistant $27,580.80 - $46,384.00 

City of Harrisonburg Administrative Specialist $29,244.80 - $49,129.60 

Frederick County Virginia Range 6  $43,516.00 - $69,582.00 

 

Thank you in advance for your time, as NRADC seeks approval to create this new position. 
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From: Michael Marciano <michael.marciano@fcva.us>  
Sent: Friday, February 19, 2021 4:00 PM 
To: Department Heads <DepartmentHeads@fcva.us>; Department Assistants 
<DepartmentAssistants@fcva.us> 
Subject: Job Description Creation/Update Assistance 
 

Hello, Department Heads,  
  

It is time to update our job descriptions at Frederick County. Due to longevity many of us have 

had in a position, in some cases, job descriptions have not been updated in many years or do 

not exist at all. HR experts recommend that job descriptions be reviewed and updated once a 

year at a minimum. If nothing significant happens throughout the year, this analysis can be 

performed when annual performance reviews are conducted.   

  
There are several benefits in having detailed job descriptions for each position at Frederick 
County.  

• Recruitment:  Having a detailed job description will indicate what knowledge, skills, and 
abilities are necessary for a position and what you should look for in a qualified 
candidate. Further, it highlights the key duties associated with each position. By having 
this information at the beginning of the recruitment process, you can create a custom 
job posting that clearly communicates the expectations of the position.  

• Orientation:  Job descriptions are a useful tool during the onboarding process. 
Supervisors can use the job description to map out an orientation plan to set employee 
expectations and ensure that the new hire is properly trained to perform all job duties.  

• Compensation:  It is important that employees are competitively compensated, and job 
descriptions are an integral part of that objective. The job description should provide 
detailed information that enables a person to receive an appropriate compensation and 
avoid “salary compression”[1] issues.  

• Performance:  An updated job description can help supervisors complete the annual 
performance evaluation. If an employee is exhibiting sub-par performance, the job 
description can be a useful communication tool to explain exactly what tasks should be 
performed. The annual appraisal is also a great time to sit down and review the job 
description with the employee to see if the job changed over the past year. If so, the 
manager and employee should update the job description and route the updated draft 
to the HR Department for review and approval.  

• Compliance:  Having detailed job descriptions can also help the County comply with 
federal and state employment laws. For example, a job description can be used to help 
determine if accommodations can be made for an employee under the Americans with 
Disabilities Act. It can also be helpful in determining if an employee can be released to 
full duty following a leave of absence under the FMLA. Is your employee exempt from 
overtime? The job description should be an integral part of performing a Fair Labor 
Standards Act analysis.   

mailto:michael.marciano@fcva.us
mailto:DepartmentHeads@fcva.us
mailto:DepartmentAssistants@fcva.us


By next Monday, March 1, please identify who on your team can work with Ericka Kerns, x8375, 
to update the job descriptions for your department. I appreciate your support on this important 
project.  
 
Many thanks, 
Mike 

 

 
[1] Salary compression is the situation that occurs when there is only a small difference in pay between 

employees regardless of their skills or experience. It can occur when the minimum salary level for a 

position is increased for competitive reasons, without a corresponding adjustment to salaries for 

existing employees with more than entry or lower-level experience.  

  

 
 



 Attachment #2 

   



NORTHWESTERN REGIONAL ADULT DETENTION CENTER 

 

 

Position Title:  Medical/Records Clerk Typist III (032921)   

 

Reports To:     Assistant Director of Nursing, Director of Nursing 

                                                                                                  

Purpose of Grade:    

Medical/Records Clerk Typist is responsible for answering all incoming calls pertaining to 

medical.  The Medical/Records Clerk Typist will perform work consistent to the SOP of the 

Northwestern Regional Adult Detention Center.  The Medical/Records Clerk Typist will perform 

all duties as assigned for the nursing supervisor. 

 

Examples of Tasks Performed Within Grade:   

This position description may not include all of the tasks performed, nor do the examples 

necessarily include all tasks performed. 

 

Primary Tasks:   

Maintaining all medical files/scanning documents to current files.  Filing/scanning medical 

documents.  Archived files maintained to determine when medical records can be destroyed.  

Researching all medical bills to verify the payment and includes computer inquiry and contacting 

health care providers.  Maintaining state inmate medical expense reimbursements.  Researching 

state inmate’s medical bills and filing them with the State Compensation Board for 

reimbursement.  Responsible for typing memos, faxing paperwork, typing requisition forms, and 

merging old files.  Maintain/troubleshoot computers in medical.  Facility Administrator for 

CorEMR medical computer generated filing system.  Proficient with excel/word programs.  Can 

assist with crystal reports, access and power point.  Enter inmate charges into OMS.  Answer 

requests regarding inmate inquiries about medical charges.  Prepare presentation packets and 

research information for quarterly meetings.  Keeping medical stocked with necessary 

documents and supplies.  Prepare purchase requisitions for medical supply items.  Schedule 

outside appointments for inmates.  Create tasks for Facility Sick Calls in CorEMR.  Help with 

the care of inmates housed in medical.  Maintain an effective working relationship with all 

disciplines involved in caring for inmate’s in-house and other involved health care providers. 

 

Equipment Operated:   

Computer, calculator, phone, scanner, fax machine, and printer. 

 

Working Conditions:   

Working in an area where inmates with medical needs are housed.  May involve increased 

exposure to communicable diseases.  Working under varying stressful environment. 

 

Knowledge, Skills, and Abilities:  

Working knowledge of the Detention Center’s SOP.  Ability to follow oral and written 

instructions, perform mathematical calculations, maintain accurate records, ability to organize 

work and perform job duties with limited supervision.  Positive inner-personal skills applied with 

all disciplines involved in caring for the inmates.  Knowledge of medical terminology.  Ability to 



think and respond appropriately in all types of situations. 

 

Experience:   

Two (2) years’ experience in medical office work. 

 

Education:   

Graduation from high school or high school equivalency and supplemented by courses in typing.  

Good basic understanding in operation of computer programs excel and word. 

 

Equivalent:   

 

Special Requirements:   

Possession of a valid driver’s license.  Must maintain a telephone in residence or cell phone on 

person for emergency contact.   
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NORTHWESTERN REGIONAL ADULT DETENTION CENTER 
 
 
Position Title:  Medical/Records Clerk Typist III (032921)Medical Clinic 
Administrative Assistant   
 
Reports To:     Assistant Director of Nursing, Director of Nursing 
                                                                                                  
Purpose of Grade:    
Medical/Records Clerk Typist Medical Administrative Assistant 
is responsible for answering all incoming calls pertaining to medical.  The Medical/Records 
Clerk TypistAdministrative Assistant will perform work consistent to the SOP of the 
Northwestern Regional Adult Detention Center.  The Medical/Records Clerk 
TypistAdministrative Assistant will perform all duties as assigned for the nursing supervisor. 
 
Examples of Tasks Performed Within Grade:   
This position description may not include all of the tasks performed, nor do the examples 
necessarily include all tasks performed. 
 
Primary Tasks:   
Responsible for typing memos, faxing paperwork, typing requisition forms and merging old 
files. Maintaining all medical files/scanning documents to current files. Complete medical record 
requests from outside agencies, attorneys, etc.  Filing/scanning medical documents.  Manage 
Archived archived files in accordance with the Virginia Records Retention and Disposition 
schedule.files maintained to determine when medical records can be destroyed.  Researching all 
medical invoices bills to verify the payment and payment responsibility which and includes 
computer inquiriesy and contacting health care providers and the insurance companies.  
Maintaining state inmate medical expense reimbursements.  Researching state inmate’s medical 
bills and filing them with the State Compensation Board for reimbursement.  Responsible for 
typing memos, faxing paperwork, typing requisition forms, and merging old files.  Working with 
hospitals to assist patients with Medicaid coverage for in-patient charges. Assist inmates in 
applying for Medicaid while they are incarcerated, to include CoverVA and submitting 
applications. Maintain/troubleshoot computers in medical. Research and supply quotes for 
equipment in medical.  Facility Administrator for CorEMR medical computer generated filing 
system. Create tasks for Facility Sick Calls in CorEMR. Proficient with excel/word programs.  
Can assist with crystal reports, access and power point.  Enter inmate charges into OMS.  
Answer requests regarding inmate inquiries about medical charges.  Prepare presentation packets 
and research information for quarterly meetings.  Keeping medical stocked with necessary 
documents and supplies.  Prepare purchase requisitions for medical and dental supply items. 
Manage dental equipment inventory.  Order special supplies outside the normal stock inventory 
supplies. Schedule outside appointments for inmates to include forwarding all necessary 
documentation, referrals and orders.  Create tasks for Facility Sick Calls in CorEMR.  Help with 
the care of inmates housed in medical.  Maintain an effective working relationship with all 
disciplines involved in caring for inmate’s in-house and other involved health care providers. 
Maintain a schedule for the Transportation Department with all medical appointments to include 
surgical procedures. Coordinate with Mobile Xray on scheduling times and assisting with inmate 



traffic while Mobile Xray is onsite.  Assist with supplying DOC documentation for accreditation. 
Assisting with maintaining statistics on the Z-Drive. Attend Quarterly Pharmacy meetings and 
contributing cost information when necessary. Assist with departmental yearly inventory of 
equipment and maintaining the inventory numbering system. Assisting with the creation of the 
yearly budget for medical, completing necessary forms and supplying supporting documentation 
when required. Assisting with the procurement process for services provided to the Medical 
Department. When necessary, assisting with the return of medications for credit or destruction. 
When necessary, go to stores, pharmacies, etc. to pick up items or prescriptions when needed 
urgently. Coordinate with the Director of Nursing and the Department of Corrections to secure 
medical beds for inmates that otherwise cannot go to regular intake facilities due to special needs 
and/or conditions.  
 
Equipment Operated:   
Proficient with excel/word programs, cComputer, calculator, phone, scanner, fax machine, and 
printer. 
 
Working Conditions:   
Working in an area where inmates with medical needs are housed.  May involve increased 
exposure to communicable diseases.  Working under varying stressful environment. 
 
Knowledge, Skills, and Abilities:  
Working knowledge of the Detention Center’s SOP.  Ability to follow oral and written 
instructions, perform mathematical calculations, maintain accurate records, ability to organize 
work and perform job duties with limited supervision.  Positive inner-personal skills applied with 
all disciplines involved in caring for the inmates.  Knowledge of medical terminology.  Ability to 
think and respond appropriately in all types of situations. 
 
Experience:   
Two (2) years’ experience in medical office work. 
 
Education:   
Graduation from high school or high school equivalency and supplemented by courses in typing.  
Good basic understanding in operation of computer programs excel and word. 
 
Equivalent:   
 
Special Requirements:   
Possession of a valid driver’s license.  Must maintain a telephone in residence or cell phone on 
person for emergency contact.   
 
 



List of Job Duties 
Wendi Ingram 
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Appointments:   Schedule appointments for the inmates and coordinate with Transportation and/or Security.  
This included triaging according to acuity.  Prepare and send all pertinent paperwork required for each 
appointment, including orders for tests, insurance information.  Arrange all testing, labs, records that 
are necessary for the appointment, procedure, test, etc.  Schedule tasks for the nursing staff to 
complete labs, prep for testing, keep pt. NPO if necessary.   

Tele-health:  Schedule and arranged various types of tele-health appointments during the pandemic. Set up an 
iPad with appropriate apps, software, etc. necessary to conduct each appt.  Arrange to have inmates 
brought to medical and make the connection necessary for the appointment to be completed. 

CorEMR:  Handle all issues with CorEMR.  If unable to fix, I will contact CorEMR or IT.  This would include 
creating forms, making changes to existing forms, flow sheets, adding alerts, etc.  Merge charts, delete 
or move entry errors.  Manage all users, add new employees, and deactivate past employees.  Attended 
user’s group in Utah. 

Purchasing:  Complete purchase requisitions, research pricing for all medical equipment, supplies, etc.  Request 
quotes if necessary.  Request W-9’s from new venders. Submit tax exempt forms. Pay for items with P-
card.  

Billing: Manage all medical bills for medical. Pay most with P-card and provide Finance with the appropriate 
documentation.  Manage all hospital bills. Determine whether we will be responsible for the payment.  
Notify the hospital and give insurance information for the ones for which we are taking responsibility. 
Maintain a spreadsheet for statistical purposes.   

Anthem:  Use data monthly to create an invoice for claims paid by Anthem.  Submit to finance for payment.  
Request a retraction for anything on the invoice for which we were should not have paid. 

Budget:   Assist D.O.N. with creating the yearly budget. This includes researching prices for items requested and 
creating the request forms for yearly expenses.  Use prior cost analysis to project what will be necessary 
for the upcoming fiscal year. Complete all requests and submit to finance for approval. 

Inventory: 

• Stock-inventory storage room and order necessary supplies for nursing staff. 
• Dental-inventory dental equipment. Re-order supplies as needed. 
• Yearly Capital Inventory-maintain an inventory of all equipment in the three buildings. Add 

inventory numbers to any equipment purchased throughout the year.  Keep a spreadsheet with 
all items, inventory numbers, purchase dates, purchase amounts.  Remove items when moved 
to another department or put out for destruction.  Submit list to finance yearly. 

Charges:  Review monthly pharmacy invoice.  Create a billing statement with inmate’s charge amounts based on 
actual cost of the medications.  This include reviewing each inmate’s prescribed medications and 
removing any charges for medications ordered on multiple cards, or anything ordered and returned. I, 
Stephanie, or the front desk clerk will enter each charge on the inmate’s canteen account. 
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Itemized Statements:  Prepare itemized statements for inmates requesting explanations for their charges. 

Request Forms:   Answer request forms from inmates regarding all hospital billing, Medicaid, pharmacy charges. 

Records:  Answer all incoming requests for inmate records. Copy and fax or mail the requested records. 

Scanning:  Scan all incoming paperwork, forms created in-house, request forms, etc. into the inmate’s EMR. 

Maintenance:   Maintain all equipment in medical.  This would include dental equipment, i.e. autoclave, dental 
chair/light, x-ray equipment, pro-cart.  Clean autoclave according to manual.  Arrange a technician if 
anything needs repair.  Coordinate with security to obtain clearance for tech to enter the facility. 

RFPs/ITBs:  Assist D.O.N. with creating the requests, reviewing, answering questions from venders.  Sit in on 
some interviews with venders. 

Staff Interviews:  Assist D.O.N. with interviewing candidates for hire when necessary. 

Medication Returns:  Process all medications to be returned for credit.  Complete all paperwork, package, and 
place up front for pick-up 

Medication Destruction:  Process all medications that have been opened, came from another facility, or 
personal medications brought in by patients or families.  Verify inmates has been gone from the facility 
for 30 days.  Count all medications, record all information, package, and return to the pharmacy for 
destruction. 

Medicaid:  Keep up to date with current processes by attending training either virtual or in-person.  Keep a 
notebook of all processes and contact information.  Assist inmates with completing applications by 
phone.  Provide MedAssist at WMC with Medicaid information when available for patients admitted to 
the hospital.  Send communications forms to Cover Virginia (CVIU) form inmates upon release or 
transfer.  Notify when moved to WR or HEM. 

Employee Health:  Pre-order Flu vaccine yearly.  Process all unused vaccine to be returned for credit.  Create a 
yearly list of all staff for annual PPDs.  Order syringes and PPD solution.  Keep record of any positive 
employees.  Coordinate with Amherst Family Practice to have CXRs and appointment available for all 
necessary staff.  Maintain records. 

Mobile X-ray:  Schedule mobile x-ray to come in when needed.  Create the list and have all inmates brought 
down to complete the x-ray.  Pay invoice and submit to finance. 

Statistics:  Formulate statistical reports when requested from Administration.  Research and supply reports 
regarding numerous issues, including cost analysis, medical problems, appointments, purchasing, etc.  

DOC Documentation:  When necessary, gather all documentation required by accreditation for audits.  Prepare 
auditor’s notes, answer auditor’s questions during audits. 

Errands:  Go to retail stores, pharmacies, medical suppliers, etc. to pick up items for the facility or inmates. 
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Quarterly Meetings:  For many years, I was responsible for the Quarterly Medical meeting, which included 
manually compiling statistics to present to the D.O.N., A.D.O.N., Superintendent, doctors, pharmacists, 
Free Medical Clinic, Mental Health staff, and NWCS.  Reports were created for several different points of 
interest.  This included total cost, expensive inmates, grievances, percentages of various subjects, costs 
of non-formulary medications, total outside appointments, etc.  Invitations were sent, the Roll Call room 
was set up, a Power Point presentation was created, and I presented the information with the 
Superintendent.  All questions were directed to me for answering.  When we acquired a new Supt., the 
meetings changed.  I could continue this process if directed. 

Phones:  Answering numerous phone calls for medical and answering questions regarding a variety of subjects 
or taking messages when appropriate.  

Various Tasks: Issues arise daily that need researching to provide adequate care for the inmates.  These issues 
are varied, to include locating special medical equipment, finding sources for special medications, 
finding information from different locations of previous treatment to provide continuity of care, all 
requiring problem solving skills and connections.  These issues are case by case and are becoming more 
frequent with the higher acuity of individuals being incarcerated. 

COVID:   When the pandemic started, I was tasked with locating many of the supplies necessary to provide to 
staff and inmates.  This required much research because supplies were extremely difficult to find 
anywhere.  I was also asked to keep record of all costs involved.  Later I was asked to collect all invoices 
from other staff which were related to COVID.  I was told to keep record of their invoices as well.  I was 
then asked to provide all information to Finance along with explanations of their relation to COVID.     

Dental Call:  When necessary, assist with dental call.  Take notes, have the inmates brought down, etc.  I have 
provided the list to transportation and security prior to the appointed time.  I maintain the inventory 
with the help of the current dental assistant.   
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Northwestern Regional Adult Detention Center 

 

 
Position Title:  ADMINISTRATIVE ASSISTANT (5/3/2021) 

 

Reports To:  Director of Staff Development 

 

Purpose of Grade: 

This is responsible work involving complex clerical and technical skills that involve routine administrative and 

human resource functions. 

 

Primary Tasks:  

Manages the acquisition, distribution and accounts payable function for staff uniforms and equipment including 

keys, lockers, ID cards and telephone access. Completes the intake, retention and departure process for staff 

including the arrangement of ceremonies during periods of promotion, recognition or resignation. Serves as 

Secretary to the Jail Authority in organizing meeting schedules, setting up board  rooms, distributing agendas, 

minutes and other material.  Serves as liaison to Frederick County Human Resources and complies with all 

regulations regarding intake, retention and departure of personnel including employee payroll, timekeeping, benefits 

and evaluations.   Serves as liaison to the County in processing employee workers’ compensation claims and 

recognition programs. Answers ALL incoming calls for the Superintendent and refers those not requiring the 

Superintendent’s attention to the appropriate Division Commander for action.  Directs cleaning instructions to the 

Inmate Work Force attendant.  Orders office supplies including stationary; manages inmate telephone accounts and 

responding to service complaints, arranges outgoing shipments with UPS/FedEx; Announces positions available for 

internal transfer.   Manages the acquisition, distribution and accounts payable function for staff cell phones.  

Manages the Detention Center’s automated forms system. 

 

Equipment Operated: 

Personal computer hardware and software (WordPerfect 8, Windows ’00 Microsoft Works Office Pro ’00-Word, 

Excel, Power Point, Access, Excel and Publisher) calculator, typewriter, telecopier, photocopier, postal meter and 

switchboard. 

 

Working Conditions: 

Involves adjusting to stress produced by working in an adult detention center setting.  May at times have contact 

with inmates. 

 

Knowledge, Skills and Abilities: 

Thorough knowledge of standard office procedures, practices, equipment and secretarial techniques; Comprehensive 

knowledge of human resources functions, and associated principles, practices and procedures; knowledge of 

employment and EEOC laws guidelines, knowledge of FLSA and ADA rules and regulations, ability to handle tasks 

that cross organizational lines; ability to review and follow Standard Operating Procedures as it relates to 

Administrative Services and the organization; comprehensive knowledge of business English and spelling; ability to 

organize and maintain files, logs and reports where confidentiality is essential; work under limited supervision; 

ability to type proficiently detailed documents, complex forms, tables and reports; ability to formulate information 

into typeset material that is camera ready for publication and printing; ability to effectively deal with other 

employees and the public through strong interpersonal, oral and written communication skills; Comprehensive 

knowledge of computer hardware and software as listed; ability to follow emergency plans; ability to manage 

multiple and complex projects at one time; ability to compose correspondence. 

 

Experience: 

Three (3) years office experience as a secretary in a public or private agency having performed human resource 

functions. 

 

Education: 

Graduation from high school or certification of high school equivalency, supplemented by training or education in 

secretarial, business and human resources related courses. 

 

Special Requirements: None 
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