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Mission

TOWN
OVERVIEW 

Vision
We are Cheverly, a safe, interconnected, accessible community that is diverse
and inclusive of all people and perspectives. Our residents benefit from solid
infrastructure, green spaces, and healthy living options that allow them to grow
and thrive. We take pride in an effective and efficient government and work to
ensure those accessing our town’s facilities are met with professionalism and
excellent service.

Our mission is to:

Foster greater connection and collaboration among Cheverly residents,
elected officials, and staff
Attract community-minded people, practices, and partners
Provide smart development, updated infrastructure, attractive amenities,
aesthetically beautiful green spaces, and other features that deliver high
value in exchange for investments made in our town
Meet resident and visitors with courtesy, professionalism, and excellent
customer service
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Salary Schedule

Job Descriptions



Today’s planning shapes
tomorrow’s possibilities.

         TOWN OF CHEVERLY        FY2026

BUDGET SUMMARY 

 EXPENDITURE SUMMARY
BY DEPARTMENT 
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Expenditure Totals



Revenue is the foundation
on which community

dreams are built.

         TOWN OF CHEVERLY                                                                      FY2026

REVENUE
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Revenue
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Revenue



It takes teamwork — inside and
out — to serve a growing
community.

         TOWN OF CHEVERLY                                                                      FY2026

GENERAL
GOVERNMENT

ACTIVITIES/DIVISIONS



Budget Activity Detail

Consulting/Contractual Services: The Town contracts for various
consulting services. Some services supplement the expertise of the staff
and require technical expertise (includes auditor; attorney, HR Specialist,
MSRA Administrative Cost Fee, Utilities Project Manager, software
support, landscaping, external studies).  

Non-Departmental / Miscellaneous: Several areas of General
Government expenditures are not associated with a specific department. 

Animal and Insect Control Programs: Animal Control is coordinated
with the County Animal Control Commission and Facility with assistance
from the Code Enforcment Officer and the Police. Insect Control
measures include contractual spraying for mosquitoes and other pests
(i.e. gypsy moth, cankerworm, etc.) when necessary, with assistance from
the county and state programs. Due to community feedback the Insect
Control program was suspended. The Town decided to forgo this
program this fiscal year.  The Town will also instate a Trap, Neuter, Release
(TNR) program. 

Cable Television Government Channel (35) & (71): 
These allocations provide for the town’s cable television government
channel. The Town runs 24 hours a day information pages and provides
live cable coverage of all regular council meetings. The character
generator information pages are kept up to date by town staff. The set-
up and broadcast of town meetings is handled by the Town Administrator
and some Public Works staff. The ASL signer expenses and I-Net
expenses are contained in this account.  The Town will continue to fund
Professional Services at an average rate of $3000/mo. for ASL
interpretation. 

Activities/DivisionsGeneral Government
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A strong community begins
with dedicated leadership.

         TOWN OF CHEVERLY                                                                      FY2026

MAYOR 
&

COUNCIL
Town of Cheverly



Budget Activity Detail
General Government
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Mayor and Council

Mayor and Council Salaries:   The annual salary of a councilmember is $7,000. The mayor’s annual
salary is $8,500 per year. 

Constituent Service/Strategic Plan:  Short- and long-term planning for the Town of Cheverly,
and group facilitation for the Mayor and Council.

Travel and Training:  Mayor and Council attendance at the annual Maryland Municipal League
Convention, and the fall Legislative Conference policy committees, State Agency Hearings,
PGCMA legislative functions, the National League of Cities Conference, and County-sponsored
functions. Also includes funds for meetings sponsored by the Mayor and Council with State and
County officials and other municipalities, and other Mayor & Council-designated items. 

Insurance:  Provides for standard coverage in the event of litigation. Also provides for the bonding
of the Town Administrator, the Assistant Town Administrator, and the Town Clerk.

Miscellaneous Materials & Supplies: Includes incidental expenses such as floral arrangements,
picture frames, gifts, awards, holiday cards, and holiday tree lighting festivities, etc.

Newsletter: Produces a camera-ready product. Costs include printing and bulk mail postage for 12
mailings per year.

Public Information:  Printing costs for Town Code supplements, Maryland State Code
supplements, bid ads, Request for Proposal (RFP), legal notices, fair summaries, and informational
brochures for the public. Also includes internet and web page maintenance. Includes funding for
See Click Fix.

Subscriptions and Memberships:  Maryland Municipal League, Prince George's County Municipal
Association, Maryland Mayor’s Association, Arbor Day Foundation, Public Service Commission of
Maryland, National League of Cities, etc.

Elections:  To provide for public notification, election supervisors, rental of machines and other
costs associated with the operation of the election.
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Keeping the vision moving,
one detail at a time.

         TOWN OF CHEVERLY                                                                      FY2026

GENERAL GOVERNMENT
ADMINISTRATION 



Budget Activity Detail
General Government
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Administration

Travel and Training: Provides for attendance at seminars, area meetings concerning
administrative and legislative matters as well as inter-agency relations, including the Maryland
National Capital Park and Planning Commission (MNCPPC), the Washington Suburban Sanitary
Commission (WSSC), the Maryland Municipal League (MML), and County and State meetings.
This includes the annual International City County Managers Association (ICMA) conference,
the National Forum for Black Public Administrators (NFBPA) conference, and the Maryland
City County Managers Association (MCCMA). This also includes the International Code
Compliance (ICC) and Municipal Clerk Association (MCA).

Retirement Enhancement: Approved matching funds for the voluntary deferred
compensation program.

Recruitment and Advertising: Advertising for all vacant positions.

 Employee Assistance Program:  The Employee Assistance Program (EAP) is a voluntary,
work-based program that offers free and confidential assessments, short-term counseling,
referrals, and follow-up services to employees who have personal and/or work-related
problems.

 Office Equipment Maintenance: Routine maintenance and emergency repair of office
equipment such as: computers, copiers, service & maintenance contracts for equipment, etc. 

Materials, Supplies, and Equipment: Supplies and minor equipment incidental to the daily
operation of the office. 

Miscellaneous: Purchase of other supplies. 

Subscriptions and Memberships: Dues to the International Code Compliance, ICMA, MML,
MCA, and NFBPA; subscriptions to any journals or newspapers; Notary Commissions. 

Capital Outlay-Office: Purchase and replacement of major expenditures.
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Big impacts start with small
groups of committed people.

         TOWN OF CHEVERLY                                                                      FY2026

GENERAL GOVERNMENT
COMMITTEES & 
DEBT SERVICE 
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Safety is the foundation of
every strong community.

         TOWN OF CHEVERLY                                                                      FY2026

POLICE
DEPARTMENT



Budget Activity Detail
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Police Department

Retirement: The Town joined Law Enforcement Officers Pension System (LEOPS) on July 1, 2017. 

Training and Travel: Mandated Maryland Police Training Commission (MPTC) annual training,
police academy entrance-level officers, continuing education, various recertification, and awards.
Award banquets, leadership training, first/second line supervision training, organizational
memberships, subscriptions, tuition, employee training/consulting services. 

Materials, Supplies, and Equipment: Cost of literature, report forms, and consumable items
necessary for program operation. 

Equipment: Flashlights, taser plan, duty belts, computers, ammunition, training materials, firearms,
first responder supplies, etc. 

Miscellaneous: Neighborhood Watch, Community Policing Supplies, Residential Home Security,
etc.

 Community Engagement: Public Safety Day, Meet and Greet w/ the Chief, Ice Cream Socials,
Community Movie Night, Community Policing Supplies, etc. 

Subscriptions and Memberships: Subscriptions to professional journals/organizations include
International Association of Chiefs of Police (IACP); Maryland Municipal League (MML) Police
Executives Association (PEA) ; Maryland Chief of Police Association (MCPA) ; Police Chiefs’
Association of Prince George’s County (PCAPGC). 

Applicant Screening:  Medical examinations, psychological screening, drug screening, finger
printing, and polygraph examinations. 

Wireless Communications:  Mobile data computer wireless communications, global positioning
devices, and departmental cellular telephones. 

Specialized Services: Repair, maintenance, and calibration of automated equipment; to include
police and town specific radio equipment (used during town specific events). Additionally,
computer databases, search engines. Yearly motor vehicle registration renewals, etc. 

Auto Repair: Auto repair includes emission testing, wax, cleaners, disinfectants, and fuel etc. 

Capital Outlay - Equipment Replacement:  The department will not have capital purchases this
fiscal year.

Public Safety 
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MISSION
STATEMENT

POLICE DEPARTMENT 

The mission of the Cheverly Police
Department is to facilitate a safe and
secure community for people to visit,
work, and live; while committed to
the people, traditions, businesses,
and diversity of our Town.

Objectives:

1.  Community Safety and Protection: 
Prioritize the safety and security of residents
by implementing proactive strategies to
prevent and address crime, ensuring a safe
living environment for all.

2. Community Policing and Engagement: 
Foster positive relationships between law
enforcement officers and the community
through consistent engagement,  open
communication, and collaborative initiatives.

3. Professionalism and Ethical Conduct: 
Uphold the highest standards of
professionalism, integrity, and ethical
conduct among officers, promoting
accountability and transparency in all
interactions.

4. Resource Management and Efficiency: 
Optimize the allocation and utilization of all
agency resources to enhance the
effectiveness and responsiveness of the
department.

5. Training and Development: 
Strive to maintain the most up-to-date
certifications and training provided in law
enforcement. 
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POLICE DEPARTMENT 27

POLICE GOALS 1.  Crime Prevention and Reduction

Maintain staffing requirements for 24-hour
service 
Enhance the Criminal Investigations Division
Continue professional training of our staff
Ensure effective utilization of departmental
resources

2.  Community Partnerships 

Strengthen partnerships with community
organizations (schools, businesses, residents,
etc.)
Develop a new “Community Watch Program”
Conduct premises security checks
Maintain an Elderly Watch Program
Increase foot patrol 
Manage the Camera/Wheel Lock Rebate
Program

3.  Accountability and Transparency
Promote transparency through crime updates
Enhance our engagement with the community
through social media

4.  Professional Development
Maintain the most up-to-date certifications and
training provided in law enforcement
Encourage the pursuit of higher education

5.  Health and Wellness

Developing mental health support programs for
staff
Continue partnership with a fitness provider
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Services that support today
— and build tomorrow

         TOWN OF CHEVERLY                                                                      FY2026

PUBLIC WORKS



Budget Activity Detail

30

Operations/Divisions

Description: These divisions of the Public Works Department provide the
following services:

 Street Division:  Provides maintenance and reconstruction as needed to the
entire Town's roads, sidewalks, curbs, etc. A large CDBG project was requested
to replace all the streets associated with the past year’s CDBG project described
above. Additional services include sign maintenance, repair and installation, leaf
collection, snow removal, etc. The Street Tree Program is funded from various
accounts and continues to improve street tree maintenance, inspection, and
planting.

 Stormwater Management: This line focuses on numerous water problems
across the Town of Cheverly. 

 Parks Division: Responsible for mowing, fertilizing, weeding, tree planting and
maintenance of all parks & public rights-of-way, ballfield maintenance and
installation of equipment. 

Garage Division:  Responsible for the maintenance of all gasoline and diesel
equipment and machinery, including but not limited to engine repairs, hydraulic
system repairs, tune-ups, electrical system repairs, brake system overhauls,
maintenance record upkeep, etc. 

Sanitation Division:  Responsible for collection and disposal of the Town's solid
waste from more than 1500 units twice weekly; bulky trash pickup and mixed
paper recycling, and other recycling commodities. This division also collects yard
waste

Public Works 



Budget Activity Detail
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Operations/DivisionsPublic Works 

Overtime:  Includes costs related to increasing events throughout the week (including
weekends and after hours), Cheverly Day, and other Town events. This line item also includes
overtime associated with inclement weather. 

Retirement:  Town matching funds for volunteer ICMA Retirement participation in the deferred
compensation program. 

Travel and Training:  Continue to invest in employee training and development, including
mechanic certification, CDL licensing, safety training and conferences associated with
professional development. 

Material, Supplies and Equipment:  Supplies and minor equipment incidental to the daily
operation of the office and staff quarters. Custodial supplies (cleaning equipment, paper
products, soap, light bulbs, etc.)

 Miscellaneous:  Reimbursable items, etc. 

Subscriptions & Memberships: American Public Works Association and MML Public Works
Directors.

 Uniforms/Safety Gear: Rental and cleaning of uniforms; purchase of various safety
equipment, including glasses, steel-toed shoes, leather palm gloves, safety vests, rain gear and
other Personal Protection Equipment (PPE) for all operations. 

Security System Subscription: Service for cameras in the Public Works building. 

Radio Repair:  Repair radios as needed in the Public Works fleet. 

Vehicle Replacement:  Replacement of one trash truck. 

Equipment Replacement:  Replaces equipment as needed to support public works operations
including piloting electrical and other environmentally friendly initiatives. 

 Street Maintenance:  This division’s funding is associated with maintaining and reconstructing
infrastructure such as sidewalks and roads. This division includes costs for winter storms, traffic
control and minor street repairs. 



Budget Activity Detail
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Operations/DivisionsPublic Works 

 Street Light Maintenance Costs: Includes renewable electricity for
streetlights as well as installation of new streetlights. 

Stormwater Management:  Includes Congressional funding for Water Woes, as
well as costs associated with maintaining the Public Works Yard’s Stormwater
Pollution Prevention Plan.

 Parks & Open Space:  Budgeted funding to support street and alley tree
maintenance, as well as maintenance, purchasing, and installation of parks
equipment and tools for Public Works to assist in maintenance of the Parks.
Program Open Space (POS) State and matching funds are also listed in this
division. 

Garage & Equipment:  Budgeted funding to support the Public Works fleet, as
well as some costs associated with the Town’s fleet. Estimated fuel costs for the
Public Works and Town Administration fleet is listed in this division. 

Sanitation: Budgeted funding to cover costs of disposal of refuse, and tipping
fees for single stream and organic material recycling. Funding includes some
division support, as well as costs for recycling bins, toters, and other containers
sold by the department. 
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Big dreams need solid
foundations.

         TOWN OF CHEVERLY                                                                      FY2026

CAPITAL
IMPROVEMENT 

PLAN



CIP PLAN OF
STRATEGY

The sole benefit of the Town of Cheverly implementing a Capital Improvement Plan
(CIP) is the strategic management of its major investments in infrastructure, facilities,
and equipment. A CIP provides a planned schedule of public improvements and
expenditures over a multi-year period. This forward-looking approach allows the town
to align its spending with long-term financial stability and growth goals.

TOWN OF CHEVERLY 

F Y  2 0 2 6  B U D G E T  P R O P O S A L  

Fiscal Discipline and Efficiency: 

     By forecasting future capital needs and associated costs, Cheverly can better manage its 
     financial resources, prioritize spending, and avoid unnecessary expenditures. This helps 
     prevent fiscal missteps and ensures money is spent on the most critical projects.

Leveraging Funding:

      A well-structured CIP allows the town to plan for and secure funding from multiple sources, 
     such as grants, bonds, and state or federal aid, with more compelling, project-ready proposals. 
     This can reduce reliance on local funding and help mitigate the debt load.

Community and Economic Development: 

      Strategic capital investments can boost local economic activity by improving infrastructure,  
     which attracts businesses and residents. Enhanced facilities and services can increase 
     property values, thereby increasing tax revenue and further reducing fiscal pressure.

Long-Term Savings: 

      Investing in infrastructure upgrades and maintenance reduces long-term repair and  
     replacement costs, which can be significantly higher if problems are deferred. Preventive 
     spending saves money over time, easing financial constraints.
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STRATEGIC PLAN 
Our Core Values

To achieve our vision and mission, our town must strengthen a culture built on
shared values. What started as common themes that shape our collective
vision for Cheverly’s future, our core values emerged through staff and
community input sessions, resident survey responses, leadership team
interviews, and our strategic planning retreat. 

We value...

Accessibility: Our desire is that Cheverly be accessible to all who reside in,
neighbor, and visit our town. Accessibility is defined as ensuring: 

Persons with disabilities can access facilities, walkaways, our website,
and other information
Diverse ethnic groups have materials and key information in available in
various languages
People of all income levels have housing options
Neighborhoods and community amenities are walkable (where
feasible)

Connection: Connection is our nature. We are a close-knit, interconnected
community that values interacting with one another and accessing spaces
that allow for deeper engagement. 

38
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CIP PROJECT PROPOSALS
STARTING FY 2026

Installation of new roof on the original structure of the Town Hall Building
(excluding the gym).

It has been determined that Town Hall should undergo certain renovations and
repairs over time. Some items are cosmetic (i.e. paint, landscaping, etc...) in
nature. Future years include work to be performed to improve overall energy
efficiency, safety, function and use. 

TOWN HALL PROJECT INITIATIVE

Project/ Initiative Amount FY

2026

Town Hall Roof $200,000.00 2027

2028

2029

2030

A .  T O W N  H A L L  ( 5 3 0 . 2 3 0 )
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CIP PROJECT PROPOSALS
STARTING FY 2026

The Town now has a mix of the remaining mercury vapor (white light) and sodium
vapor (yellow light) street lighting. Conversion of the mercury vapor and sodium vapor
to LED lighting is anticipated in future budget years. The Town is waiting for Pepco to
be able to provide LED lighting and meter the cost savings for their use. This line item
also provides for installation of streetlights at new locations.

LED CONVERSION OF STREET LIGHTS PROJECT INITIATIVE

B .  L E D  C O N V E R S I O N  O F  S T R E E T  L I G H T S  ( 7 1 5 . 1 0 5 )

Project/ Initiative Amount FY

LED Conversion of Street
Lights

$25,000.00 2026

LED Conversion of Street
Lights

$25,000.00 2027

LED Conversion of Street
Lights

$25,000.00 2028

2029

2030

LED CONVERSION OF STREET LIGHTS
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CIP PROJECT PROPOSALS
STARTING FY 2026

C .  L A N D  A C Q U I S I T I O N  ( N E W  A C C O U N T )

Project/ Initiative Amount FY

Private Property Aquisition $50,000 2026

Private Property Aquisition $50,000 2027

Private Property Aquisition $50,000 2028

Private Property Aquisition $50,000 2029

Private Property Aquisition $50,000 2030

LAND ACQUISITION PROJECT INITIATIVE

Mayor and Town Council are actively pursuing a program of acquisition of open space
areas around the Town to assure a legacy of parks and green space for residents. 
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CIP PROJECT PROPOSALS
STARTING FY 2026

D . C U R B  A P E A L  ( R E P L A C E M E N T  S I D E W A L K S ,  C U R B S ,  E T C . )  ( 7 1 0 . 1 2 0 )

CURB APPEAL PROJECT INITIATIVE

This capital improvement addresses the replacement of sidewalk, curb and gutter
areas, which have deteriorated over time. 

Project/ Initiative Amount FY

2026

2027

Repair the entryway of
Town Hall

$200,000 2028

2029

2030
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CIP PROJECT PROPOSALS
STARTING FY 2026

E .  T O W N  P A R K  D E V E L O P M E N T

TOWN PARK DEVELOPMENT  PROJECT INITIATIVE

A Town Park Master Plan was adopted in 1991 for the improvement of Town Park ballfields and
other recreational facilities. The Master Plan Improvements were completed in 2015. The
Master Plan was amended in 2013, adding different Capital Improvement projects. The Town
will continue to apply for grants and federal funds to make accessible upgrades and
equipment upgrades to Town Park. The funding for FY27 is allocated for the design of an
accessible trail.  FY28 is the build-out.   

Project/ Initiative Amount FY

2026

Design $20,000 2027

Town Park Plan $250,000 2028

2029

2030
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CIP PROJECT PROPOSALS
STARTING FY 2026

F .  G A S T  P A R K

GAST PARK PROJECT INITIATIVE

The playground equipment replacement program was considered by the Mayor and
Council in 1994, resulting in the removal and replacement of certain equipment in the
park. The Master Plan improvements were completed in 1997. In 2008 new equipment
was installed and older equipment removed. We anticipate updating the playground 20
years after initial installation.

Project/ Initiative Amount FY

Frozen 2026

Asphalt, Crosswalks and
Sidewalks

$100,000 2027

Asphalt, Crosswalks and
Sidewalks

$40,000 2028

Park upgrade $200,000 2029

2030

2031
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CIP PROJECT PROPOSALS
STARTING FY 2026

A Boyd Park Master Plan was adopted in 1993 for the improvement of the park's
playgrounds and ballfields. The Master Plan improvements were completed in 2002. The
restrooms were renovated in 2023. In FY25 new playground equipment was installed. 
The Town will continue to seek grant funding to resurface the trail and courts. 

The Town received state funding to update the facilities for FY25. 

BOYD PARK  PROJECT INITIATIVE

G .  B O Y D  P A R K  

Project/ Initiative Amount FY

2026

2027

2028

2029

2030
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CIP PROJECT PROPOSALS
STARTING FY 2026

H .  W O O D W O R T H  P A R K

This incorporates the Woodworth Park Master Plan as prepared in 1976.
The park was overhauled and make ADA compliant with new equipment and
installation of rubber mulch in 2022.

A new fence was installed for safety measures in 2024.

WOODWORTH PROJECT INITIATIVE

Project/ Initiative Amount FY

2026

2027

2028

2029

2030
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CIP PROJECT PROPOSALS
STARTING FY 2026

I .  K I L M E R  P A R K  ( P R O G R A M  O P E N  S P A C E  F U N D S )

Based on the Town's Strategic Plan, the Town intends to enhance accessibility to Kilmer
Park for all residents and ensure a secure pathway for commuting residents. The Town will
use these funds for the Kilmer Park accessible trail connecting Ward 5 and  6 to Kilmer Park,
and will seek supplemental funds to help offset the cost.  

KILMER PARK  INITIATIVE

Project/ Initiative Amount FY

Park Access $165,000 2026

Park Development $25,000 2027

Park Development $25,000 2028

Park Development $25,000 2029

2030

2031
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CIP PROJECT PROPOSALS
STARTING FY 2026

The Public Works Facility includes the administrative office, the vehicle bays, and the yard.

The Town anticipates moving into the Eley Public Works building in the summer of 2025.

PUBLIC WORKS FACILITY PROJECT INITIATIVE

Project/ Initiative Amount FY

Facility payment $550,000 2026

Facility payment $550,000 2027

Facility payment $550,000 2028

Facility payment $550,000 2029

Facility payment $550,000 2030

K .   P U B L I C  W O R K S  F A C I L I T Y
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CIP PROJECT PROPOSALS
STARTING FY 2026

L .  R O A D  R E P A I R S ,  R E S U R F A C I N G ,  T R A F F I C  S T U D Y
R E C O M M E N D A T I O N S  

ROAD REPAIRS, RESURFACING, & TRAFFIC STUDY PROJECT INITIATIVE

Within budget.

Project/ Initiative Amount FY

2026

2027

2028

2029

2030
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CIP PROJECT PROPOSALS
STARTING FY 2026

M .  G R E E N  S P A C E  I M P R O V E M E N T S  &  W E L C O M E  S I G N S

GREEN SPACE IMPROVEMENTS AND WELCOME SIGNS PROJECT
INITIATIVE

Based on the Town's Strategic Plan.

Project/ Initiative Amount FY

2026

Construction of Entrance Sign at
Boyd Park  & Construction of Stone
Entrance Sign at 64th Ave &
Columbia Park Rd

$140,000 2027

2028

2029

2030
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CIP PROJECT PROPOSALS
STARTING FY 2026

N .  P O L I C E  D E P A R T M E N T  P R O P O S A L S  ( 6 0 0 . 2 2 5 )

Project/ Initiative Amount FY

Vehicles and upfitting Frozen 2026

Vehicles and upfitting $190,000 2027

Vehicles and upfitting $190,000 2028

Vehicles and upfitting $190,000 2029

Vehicles and upfitting $190,000 2030

POLICE DEPARTMENT PROPOSALS PROJECT INITIATIVE

Due to the historical wear and tear experienced by police vehicles, their average
lifespan is approximately five years. In order to prioritize safety, the municipality
remains committed to consistently investing in meticulously maintained equipment
for public safety personnel.



CAPITAL IMPROVEMENT PROGRAM - SUMMARY
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Our greatest resource is
the people who move the

mission forward.

         TOWN OF CHEVERLY                                                                      FY2026

SALARY SCHEDULES & 
JOB DESCRIPTIONS FOR

TOWN OF CHEVERLY STAFF



Management 2% Step
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FY 2026 Management - 2% Merit Increase per Step 
(2024 adjusted Min & Max w/ 1.5% COLA)



Management 2% Step
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FY 2026 non-Management - 2% Merit Increase per Step 
(2024 adjusted Min & Max w/ 1.5% COLA)



57



CHEVERLY 
MARYLAND 

Code Enforcement Officer Job Description 

Department: Administration 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Deputy Town Administrator 
Salary Range: $62,239 - $93,355 

General Definition of Work 

The Code Enforcement Officer is a full-time field and office-based administrative position under 
the supervision of the Deputy Town Administrator. The Code Enforcement Officer interprets and 
enforces the Town’s codes and ordinances through community engagement, site inspections, 
investigations, and official citations. This position promotes health, safety, and public welfare by 
ensuring compliance with property, zoning, safety, and public nuisance regulations. The Officer 
is expected to work in partnership with residents and businesses to promote voluntary 
compliance and maintain Cheverly as a desirable place to live  

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may 
be modified based on organizational needs. 

• Patrol the Town to identify and document code violations.
• Respond to citizen complaints and inquiries.
• Issue notices of violation, citations, and stop-work orders.
• Remove illegal signs and investigate nuisance conditions.
• Perform inspections and re-inspections of residential and commercial properties.
• Enforce regulations related to high grass, debris, vehicle storage, pests, and public

safety.
• Coordinate with Prince George’s County for construction and building permits.
• Maintain accurate and detailed case files using a digital case management system.
• Prepare documentation and testify in court or administrative hearings as needed.
• Engage with the community through education and outreach.



• Provide professional service and clear communication to all residents and 
stakeholders. 

• Enforce parking regulations, animal ordinances, and other public codes. 
• Perform other related duties as assigned. 

Required Knowledge, Skills, and Abilities 

• Knowledge of municipal code enforcement principles and relevant State laws. 
• Ability to remain calm, objective, and respectful in conflict situations. 
• Skill in documenting investigations and presenting evidence clearly. 
• Experience with digital case tracking and documentation. 
• Basic understanding of construction, zoning, and property maintenance standards. 
• Ability to work independently, manage time effectively, and interact with diverse 

populations. 
• Strong verbal and written communication skills. 
• Ability to testify in legal proceedings. 

Education and Experience 

A high school diploma or GED is required. At least one year of prior experience in code 
enforcement, inspections, or a similar regulatory role is required. Equivalent combinations of 
education and experience may be considered. A background check and submission of a driving 
record are required. 

Physical Requirements 

This position requires frequent walking, standing, kneeling, crouching, and lifting up to 25 
pounds. Work includes exposure to outdoor conditions, animals, fumes, loud noise, and 
occasionally irate individuals. Must be able to safely drive a Town vehicle and enter uneven 
terrain and confined spaces. Reasonable accommodations may be made for individuals with 
disabilities. 

Special Requirements 

Must possess a valid Maryland driver’s license. Any required training or certifications must be 
completed within one year of hire. 

• Bilingual proficiency in English and Spanish is a preferred. 

• Certification in code enforcement or property maintenance inspection. 
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Communications Specialist (with Payroll Responsibilities) 
Job Description 

Department: Administration 

FLSA Status: Non-Exempt, Full-time with Full Benefits 

Reports to: Deputy Town Administrator 

Grade: 12 NM 

Salary Range: $68,700- $103,046

 

General Definition of Work 

The Communications Specialist is a full-time administrative role that supports the Town of 

Cheverly through oversight of public-facing communications and support for internal human 

resource and payroll functions. This position works closely with the Town Administrator, 

Deputy Town Administrator, department heads, and external partners to ensure consistency of 

messaging and accuracy in personnel processing. The Communications Specialist manages web 

and social media content, digital newsletters, and press releases, while also coordinating 

onboarding, offboarding, payroll processing, and retirement administration. The role requires 

excellent communication skills, proficiency in digital tools, professionalism, and the ability to 

manage multiple projects with discretion and accuracy. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 

modified based on organizational needs. 

• Develop and manage digital content for the Town’s website, social media, and 

newsletters. 

• Edit, format, and distribute communications including email updates, flyers, public 

notices, and press releases. 

• Coordinate integrated communication strategies for events, announcements, and 

community outreach. 

• Create multimedia content including graphics, slideshows, and video materials. 

• Provide communications support to departments and Town-affiliated organizations. 



• Monitor and track media coverage; maintain brand consistency across platforms. 

• Prepare talking points, statements, and presentation materials for elected officials and the 

Town Administrator. 

• Maintain website functionality and oversee updates in collaboration with IT and staff. 

• Manage onboarding and offboarding processes, including checklists and personnel 

documentation. 

• Process payroll and assist with related reporting tasks in coordination with the Treasurer 

and HR systems. 

• Serve as the Town’s liaison to MissionSquare for retirement and benefit coordination. 

• Conduct or support HR-related audits and ensure compliance with personnel policies. 

• Maintain accurate records of benefits, retirement, and payroll documentation. 

• Assist in scheduling and hosting internal events or informational meetings for staff. 

• Perform other related duties as assigned. 

Required Knowledge, Skills, and Abilities 

• Exceptional writing, editing, and communication skills. 

• Familiarity with web content management systems, social media platforms, and digital 

publication tools. 

• Experience creating multimedia and graphic content (e.g., Canva, Adobe tools). 

• Ability to manage sensitive personnel and payroll data with confidentiality. 

• Knowledge of payroll processes, HR documentation, and retirement systems. 

• Strong organizational and project management skills. 

• Proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint). 

• Comfort with or ability to learn HR and payroll systems. 

• Ability to work independently while coordinating across departments. 

• Culturally competent and collaborative communication style. 

Education and Experience 

Bachelor’s degree required. At least one year of experience in communications, digital media, 

human resources, or payroll administration is preferred. Equivalent combinations of education 

and relevant experience may be considered. 

Physical Requirements 

This position is based in an office setting with extended periods of sitting, speaking, and 

listening. Occasional lifting (up to 20 pounds) and travel to events or meetings may be required. 

Reasonable accommodations will be made for individuals with disabilities. 

Special Requirements 

No licenses are required. Professional certifications in relevant fields are preferred. 
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Deputy Town Administrator Job Description 

Department: Administration 
FLSA Status: Exempt, Full-time with Full Benefits 
Reports to: Town Administrator 
Grade: 16 M 
Salary Range: $103,418 - $155,129 

General Definition of Work 

The Deputy Town Administrator is a full-time executive-level administrative position under the 
supervision of the Town Administrator. This position manages daily operations, coordinates with 
department heads, oversees special projects, supports financial processes, and assists in policy 
implementation. The role also includes managing internal and public communications, preparing 
Council meeting materials, and ensuring the effective use of administrative software systems. 
Work is performed independently and requires exceptional leadership, discretion, adaptability, 
and communication skills. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may 
be modified based on organizational needs. 

• Support the Town Administrator with managing Town operations and administrative
functions.

• Coordinate interdepartmental communication and ensure operational efficiency.
• Oversee and complete special projects in alignment with strategic goals.
• Prepare correspondence, reports, and Council meeting materials.
• Draft written responses to resident inquiries and official communications.
• Use software platforms (QuickBooks, Bills.com, Divvy) for financial tracking and

reporting.
• Organize and maintain administrative records, both digital and hard copy.
• Assist in planning and executing public events and community engagement

initiatives.



• Uphold confidentiality and ensure the integrity of sensitive Town matters. 
• Serve as a resource for department heads and staff, offering guidance and 

leadership. 
• Perform other duties as assigned to support the Town Administrator and overall 

operations. 

Human Resource Management and Development 

• Oversee personnel operations, including onboarding, team development, 
performance management, and staffing coordination. 

• Communicate organizational goals and expectations to staff and assign 
responsibilities aligned with team capabilities. 

• Ensure accountability through coaching, performance reviews, and process 
improvement. 

• Maintain a positive work environment focused on collaboration, quality service, and 
employee development. 

• Recommend and implement HR practices and adjustments in alignment with the 
Town’s operational needs. 

Public Relations and Professional Representation 

• Maintain strong working relationships with local government partners, civic 
organizations, and the public. 

• Represent the Town in meetings, events, and collaborations. 
• Prepare policy recommendations and public communications in support of the 

Town Administrator’s initiatives. 
• Promote transparency, professionalism, and trust in all public interactions. 

Required Knowledge, Skills, and Abilities 

• Strong knowledge of public administration principles and government operations. 
• Excellent written and verbal communication skills. 
• Leadership ability and experience in coordinating teams or departments. 
• Proficiency in Microsoft Office and financial software (QuickBooks, Divvy, 

Bills.com). 
• Exceptional organizational and time management skills. 
• Ability to analyze complex problems and develop practical solutions. 
• High level of professionalism, integrity, and discretion. 
• Strong interpersonal skills and the ability to engage with the public, staff, and 

elected officials. 

 

 



Education and Experience 

A bachelor’s degree in public administration, business administration, political science, or a 
related field is required. At least two years of progressively responsible experience in public 
administration or local government is required. 

Physical Requirements 

This position requires frequent sitting, speaking, listening, and occasional walking, bending, or 
lifting. Must be able to lift and/or move up to 10 pounds. Reasonable accommodations may be 
made to enable individuals with disabilities to perform essential job functions. 

Special Requirements 

Must possess a valid Maryland driver’s license. 
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Office Aide/Youth Coordinator Description 
Department: Administration 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Deputy Town Administrator 
Salary Range: $57,794 - $88,856 

General Definition of Work 

The Office Aide / Youth Coordinator is an entry-level administrative role that supports the daily 
operations of the Town of Cheverly. Under the supervision of the Administrative Department, 
the position provides clerical and program support services, including youth engagement 
initiatives and customer-facing functions. This position requires strong communication skills, 
clerical aptitude, and the ability to engage effectively with the public, especially youth and 
families. Most work is performed with regular supervision, and performance is evaluated 
annually. 

Essential Functions 

The following examples are illustrative of the types of duties required for this position. The 
omission of specific statements does not exclude them if the work is similar, related, or a logical 
assignment. 

• Greet and assist residents and visitors, answer and direct incoming calls.
• Manage incoming and outgoing mail, including scanning, routing, and filing documents.
• Assist with processing park reservations, parking permits, and other routine requests.
• Maintain the Town calendar and bulletin board with current and accurate information.
• Record and distribute staff meeting minutes.
• Archive Town records and file unclassified documents in physical and digital formats.
• Maintain office supply inventory and perform general clerical tasks including copying

and word processing.
• Assist with materials and logistics for Town events and Youth Council meetings.
• Coordinate Youth Council activities, including outreach, meetings, and events.



• Communicate with youth and families to support youth engagement initiatives. 
• Provide cross-departmental administrative support as needed, including internal 

meetings, special projects, and routine tasks to ensure efficient office and program 
operations. 

Required Knowledge, Skills, and Abilities 

• General knowledge of office procedures and equipment. 
• Strong written and verbal communication skills. 
• Proficiency in Microsoft Office (Word, Excel, Outlook), Canva, and commonly used 

office software platforms. 
• Organizational skills and attention to detail. 
• Ability to engage positively and professionally with the public, especially youth and 

families. 
• Ability to maintain discretion and confidentiality. 
• Ability to work independently and adapt to changing priorities. 

Education and Experience 

A high school diploma or GED is required. Experience in office administration or youth 
programming is preferred. Must be able to type at least 35 words per minute and will be subject 
to a background check. 

Physical Requirements 

This position requires frequent sitting, talking, and listening. Occasional walking, bending, and 
light lifting (up to 10 pounds) are also necessary. Reasonable accommodations may be made to 
enable individuals with disabilities to perform essential job functions. 

Special Requirements 

• Some experience in youth development, community programming, or customer service is 
a plus. 

• No licenses are required for this position.  
• A valid driver’s license is preferred. 
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Public Relations Officer and Executive Administrator to the 
Deputy Town Administrator/ Town Administrator 

Department: Administration 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Deputy Town Administrator/Town Administrator 
Grade: 12 NM 
Salary Range: $68,700- $103,046

 

General Definition of Work 

The Public Relations Officer is a full-time administrative role that supports the Town of 
Cheverly through oversight of public-facing communications and support for internal human 
resource and payroll functions. This position works closely with the Town Administrator, 
Deputy Town Administrator, department heads, and external partners to ensure consistency of 
messaging and accuracy in personnel processing. The Public Relations Officer manages the 
official Town of Cheverly communication platforms to include the Towns website, social media 
content, newsletters, and press releases.  The Executive Assistant role coordinates human 
resources functions to include, but are not limited to onboarding, offboarding, payroll processing, 
and retirement administration. This position requires excellent communication skills, proficiency 
in digital tools, professionalism, and the ability to manage multiple projects with discretion and 
accuracy. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

• Develop and manage digital content for the Town’s website, social media, and 
newsletters. 

• Edit, format, and distribute communications including email updates, flyers, public 
notices, and press releases. 

• Coordinate integrated communication strategies for events, announcements, and 
community outreach. 



• Create multimedia content including graphics, slideshows, and video materials. 
• Provide communications support to departments and Town-affiliated organizations. 
• Monitor and track media coverage; maintain brand consistency across platforms. 
• Prepare talking points, statements, and presentation materials for elected officials and the 

Town Administrator. 
• Maintain website functionality and oversee updates in collaboration with IT and staff. 
• Manage onboarding and offboarding processes, including checklists and personnel 

documentation. 
• Process payroll and assist with related reporting tasks in coordination with the Treasurer 

and HR systems. 
• Serve as the Town’s liaison to MissionSquare for retirement and benefit coordination. 
• Conduct or support HR-related audits and ensure compliance with personnel policies. 
• Maintain accurate records of benefits, retirement, and payroll documentation. 
• Assist in scheduling and hosting internal events or informational meetings for staff. 
• Perform other related duties as assigned. 

Required Knowledge, Skills, and Abilities 

• Exceptional writing, editing, and communication skills. 
• Familiarity with web content management systems, social media platforms, and digital 

publication tools. 
• Experience creating multimedia and graphic content (e.g., Canva, Adobe tools). 
• Ability to manage sensitive personnel and payroll data with confidentiality. 
• Knowledge of payroll processes, HR documentation, and retirement systems. 
• Strong organizational and project management skills. 
• Proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint). 
• Comfort with or ability to learn HR and payroll systems. 
• Ability to work independently while coordinating across departments. 
• Culturally competent and collaborative communication style. 

Education and Experience 

Bachelor’s degree required. At least one year of experience in communications, digital media, 
human resources, or payroll administration is preferred. Equivalent combinations of education 
and relevant experience may be considered. 

Physical Requirements 

This position is based in an office setting with extended periods of sitting, speaking, and 
listening. Occasional lifting (up to 20 pounds) and travel to events or meetings may be required. 
Reasonable accommodation will be made for individuals with disabilities. 

Special Requirements 

No licenses are required. Professional certifications in relevant fields are preferred. 
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Town Administrator Job Description 

Department: Administration  
FLSA Status: Exempt, Full-time with Full Benefits  
Reports to: Mayor and Town Council 
Grade: 21 Unclassified 
Salary Range: $125,825 - $188,737 

 

General Definition of Work 

The Town Administrator is the Chief Administrative Officer of the Town of Cheverly and is 
appointed by and serves at the pleasure of the Mayor and Town Council. The Administrator 
is responsible for implementing the policies established by the elected body, managing the 
Town’s day-to-day operations, overseeing departmental functions, and ensuring the 
effective delivery of public services to residents. This executive leadership role requires 
exceptional administrative skills, strategic planning ability, and strong community 
engagement. The Administrator oversees and coordinates municipal operations, including 
finance, human resources, code enforcement, public safety, public works, 
communications, and intergovernmental relations. 

Essential Functions 

The following tasks are illustrative of the position’s responsibilities and are subject to 
modification as needed to meet evolving Town priorities. 

• Plan for and supervise the daily operations of the Town’s executive branch. 
• Prepare, present, and manage the Town’s annual operating and capital budgets. 
• Evaluate programs and expenditures, oversee cash flow, and monitor fiscal 

performance. 
• Manage the Town’s human resource functions, including hiring, evaluation, and 

staff development. 
• Prepare agendas for and attend Town Council meetings and work sessions. 
• Brief elected officials on current and emerging policy and administrative issues. 



• Coordinate the preparation of grant applications and ensure implementation of 
awarded grants. 

• Supervise the Town’s communication efforts, including the monthly newsletter, 
website, and public information materials. 

• Represent the Town at meetings with regional partners, local governments, state 
and federal agencies, and community stakeholders. 

• Provide guidance and oversight to department heads, including Police, Public 
Works, Finance, and Administrative staff. 

• Promote a responsive and customer-service-oriented approach to governance. 

Community Leadership and Strategic Issues 

• Support inclusive community engagement and uphold the Town’s values of equity 
and diversity. 

• Address key policy issues including smart growth, redevelopment, environmental 
sustainability, and economic development. 

• Strengthen partnerships with external agencies such as Prince George’s County, 
the State of Maryland, WSSC, and M-NCPPC. 

• Foster a culture of transparency, professionalism, and public trust. 

Required Knowledge, Skills, and Abilities 

• Thorough knowledge of the principles and practices of public administration, 
including budgeting, personnel, planning, and operations. 

• Experience managing multidisciplinary teams and working with elected officials. 
• Strategic and analytical thinking with a strong ability to communicate clearly and 

effectively. 
• Ability to manage conflict, build consensus, and engage diverse constituencies. 
• Strong organizational and time management skills. 
• Familiarity with the use of technology in public administration, including financial 

and communication systems. 
• Knowledge of relevant federal, state, and local municipal operations laws and 

regulations. 

Education and Experience 

A bachelor’s degree in public administration, Political Science, or a related field is 
required. A master’s degree in public administration (MPA) is preferred. Five to ten years of 
progressively responsible experience in local government or public administration is 
required. 

Additional Desirable Qualifications 

• Fluency in Spanish. 



• Familiarity with sustainability practices and green infrastructure. 
• Experience in community planning, economic development, and municipal 

modernization efforts. 

Physical Requirements 

This position requires frequent sitting, speaking, and the use of office equipment. 
Occasional travel to off-site meetings and community events is required. Must be able to 
lift and/or move up to 10 pounds. Reasonable accommodation may be made for 
individuals with disabilities. 

Special Requirements 

Must possess a valid Maryland driver’s license. 
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Town Clerk Job Description 
Department: Administration 

FLSA Status: Non-Exempt, Full-time with Full Benefits 

Reports to: Deputy Town Administrator 

Grade: 13M 

Salary Range: $91,939 - $137, 909 
 

General Definition of Work 

The Town Clerk is the official custodian of Cheverly’s legislative records and serves as a central 

point of administrative coordination for the Mayor and Town Council. This position performs 

responsible paraprofessional work in maintaining official records and documents, as well as 

other related tasks as required. The Clerk also performs technical work in preparing and 

maintaining fiscal or related records while supporting various administrative functions within the 

Town Office. The role includes ensuring compliance with the Maryland Public Information Act 

and all applicable state and local records retention requirements. Work is performed under the 

general direction of the Town Administrator and requires discretion, attention to detail, and 

independent judgment in a fast-paced municipal environment. Familiarity with Maryland public 

records laws and local government operations, and experience managing websites or public 

communications is highly beneficial. 

Essential Functions 

The following tasks are intended only as illustrations of the various types of work performed. 

The omission of specific duties does not exclude them from the position if the work is similar, 

related, or a logical assignment to the position. 

Clerk Duties 

• Attend and accurately record minutes for all public Mayor and Council meetings, 

ensuring that official minutes are maintained as permanent public records. 

• Prepare and distribute meeting agendas, legal notices, public hearing announcements, and 

related materials in compliance with Open Meetings requirements. 



• Log in all resident complaints and track the resolution for in-person/email/ and telephone

interactions.

• Update and maintain the Town Code, ordinances, and resolutions, coordinating updates

following legislative changes or Council decisions.

• Manage all official Town records, ensuring compliance with the Maryland Public

Information Act and the Library of Maryland retention schedules.

• Organize, scan, and archive documents using ShoreScan and other document

management systems to ensure proper storage and accessibility.

• Certify and attest Town documents, maintain custody of the Town Seal, and act as the

official Town Notary.

• Serve as a liaison to the Mayor and Council for records management, legislative support,

and meeting logistics.

• Support municipal election activities, including filing certifications and assisting with

voter outreach as needed.

Administrative and Public Information Support 

• Serve as the first point of contact for residents, vendors, and external partners through

phone, email, and in-person interactions.

• Maintain and update the Town website and official social media accounts, ensuring

timely and accurate communication.

• Schedule and facilitate virtual public meetings (e.g., via Zoom), provide technical support

for hybrid formats, and assist with technology setup.

• Support community outreach and event logistics, including planning and coordinating

events such as Cheverly Day, Fourth of July celebrations, and public workshops.

• Assist with maintaining employee personnel files, onboarding documentation, and

coordinating HR-related processes. Experience in human resources is beneficial.

• Provide general administrative support, including processing incoming and outgoing

mail, drafting communications, purchasing supplies, and maintaining office systems.

Financial and Records Processing 

• Process and record payments for taxes, fees, and permits in accordance with Treasurer

protocols.

• Prepare deposits, maintain accurate receipt logs, and update financial records to ensure

proper tracking and documentation.

• Collaborate with the Treasurer’s Office on payroll inputs, audit documentation, and other

financial support functions as directed.

• Assist in preparing monthly, quarterly, and year-end reports, ensuring accuracy and

timely completion.

Knowledge, Skills, and Abilities 

To perform this role effectively, the Town Clerk should possess the following knowledge, skills, 

and abilities: 



Knowledge of: 

• Maryland public records laws, open meeting requirements, and municipal operations, 

including familiarity with the Maryland Public Information Act and the Library of 

Maryland retention schedules. 

• Document management principles, including the use of digital records software (such as 

ShoreScan), and the procedures for archiving and maintaining municipal records. 

• Standard office procedures and practices, including proficiency with Microsoft Office 

Suite and virtual meeting platforms (e.g., Zoom). 

• Legal and legislative procedures, including the preparation of meeting agendas, public 

hearing notices, and compliance with Open Meetings requirements. 

Skills: 

• Strong written and verbal communication skills are essential for public documentation, 

correspondence, and interacting with residents, officials, and external stakeholders. 

• Organizational skills and a high level of attention to detail for managing documents, 

preparing for meetings, and ensuring deadlines are met. 

• Proficiency in managing websites and social media accounts, supporting effective public 

communication and outreach efforts. 

• Ability to independently manage multiple tasks, prioritize responsibilities, and adapt to 

changing demands in a fast-paced municipal environment. 

Abilities: 

• Ability to maintain confidentiality and exercise discretion when dealing with sensitive 

information. 

• Ability to coordinate and collaborate effectively with elected officials, department heads, 

and external partners. 

• Ability to work independently while managing competing priorities, ensuring the smooth 

operation of the Town Clerk's office. 

• Ability to support and facilitate virtual meetings, including providing technical assistance 

for hybrid formats. 

• Ability to perform administrative tasks such as managing office systems, drafting 

communications, processing mail, and maintaining office supplies. 

Education and Experience 

Education: A high school diploma or equivalent is required. College coursework or a degree in 

public administration, government, communications, or a related field is preferred. 

Certification: Must possess or be able to obtain a Maryland Notary Public certification within 3 

months of hire. 

Licensing: A valid Maryland driver’s license is required. 



Experience: Experience working in a municipal or local government setting is strongly 

preferred. 

Additional Requirements: A typing speed of at least 35 words per minute is required. 

Physical Requirements 

This position involves primarily office-based work with frequent use of computers and standard 

office equipment. Tasks may require sitting, standing, walking, reaching, lifting up to 20 pounds, 

and occasional bending. Vocal and auditory ability is essential for meetings and public 

engagement. Reasonable accommodations will be made for qualified individuals with disabilities 

to perform the position's essential functions. 

Special Requirements 

• A valid Maryland State driver’s license or eligibility to obtain one. 

• Certified Municipal Clerk or eligibility to obtain certification. 
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Youth Coordinator Description 
Department: Administration 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Deputy Town Administrator 
Grade: 11NM 
Salary Range: $67,025 - $100,533 

 

General Definition of Work 

The Office Aide / Youth Coordinator is an entry-level administrative role that supports the daily 
operations of the Town of Cheverly. Under the supervision of the Administrative Department, 
the position provides clerical and program support services, including youth engagement 
initiatives and customer-facing functions. This position requires strong communication skills, 
clerical aptitude, and the ability to engage effectively with the public, especially youth and 
families. Most work is performed with regular supervision, and performance is evaluated 
annually. 

Essential Functions 

The following examples are illustrative of the types of duties required for this position. The 
omission of specific statements does not exclude them if the work is similar, related, or a logical 
assignment. 

• Greet and assist residents and visitors, answer and direct incoming calls. 
• Manage incoming and outgoing mail, including scanning, routing, and filing documents. 
• Assist with processing park reservations, parking permits, and other routine requests. 
• Maintain the Town calendar and bulletin board with current and accurate information. 
• Record and distribute staff meeting minutes. 
• Archive Town records and file unclassified documents in physical and digital formats. 
• Maintain office supply inventory and perform general clerical tasks including copying 

and word processing. 
• Assist with materials and logistics for Town events and Youth Council meetings. 
• Coordinate Youth Council activities, including outreach, meetings, and events. 



• Communicate with youth and families to support youth engagement initiatives.
• Provide cross-departmental administrative support as needed, including internal

meetings, special projects, and routine tasks to ensure efficient office and program
operations.

Required Knowledge, Skills, and Abilities 

• General knowledge of office procedures and equipment.
• Strong written and verbal communication skills.
• Proficiency in Microsoft Office (Word, Excel, Outlook), Canva, and commonly used

office software platforms.
• Organizational skills and attention to detail.
• Ability to engage positively and professionally with the public, especially youth and

families.
• Ability to maintain discretion and confidentiality.
• Ability to work independently and adapt to changing priorities.

Education and Experience 

A high school diploma or GED is required. Experience in office administration or youth 
programming is preferred. Must be able to type at least 35 words per minute and will be subject 
to a background check. 

Physical Requirements 

This position requires frequent sitting, talking, and listening. Occasional walking, bending, and 
light lifting (up to 10 pounds) are also necessary. Reasonable accommodations may be made to 
enable individuals with disabilities to perform essential job functions. 

Special Requirements 

• Some experience in youth development, community programming, or customer service is
a plus.

• No licenses are required for this position.
• A valid driver’s license is preferred.
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Administrative Assistant 

Department: Police Department 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Corporal/NCO 
Grade: 7 
Salary Range: $60.720 – $91,078 

 

General Definition of Work 

A front desk clerk in a police department serves as the first point of contact for the public and 
plays a vital role in the department’s day-to-day administrative operations. This position involves 
greeting and assisting citizens, answering non-emergency inquiries, managing front-office 
communications, and providing clerical support to officers and administrative staff.  

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

1. Public Interaction: 
Greet and assist walk-in visitors and callers in a professional and courteous manner, 
addressing non-emergency inquiries or directing them to appropriate personnel. 

2. Clerical Support: 
Perform administrative tasks such as filing, copying, scanning, and data entry to support 
officers and department staff. 

3. Report Processing: 
Accept, review, and process police reports, public complaints, and various forms, 
ensuring accuracy and completeness. 

4. Phone and Communication Duties: 
Answer multi-line phones, take messages, transfer calls, and provide routine information 
to the public and other agencies. 



5. Security Monitoring: 
Monitor front lobby activity and maintain safety protocols, including observing 
individuals entering the building and reporting suspicious behavior. 

6. Document Handling: 
Process requests for public records, accident reports, and permits following department 
policies and applicable laws. 

7. Coordination with Law Enforcement Staff: 
Relay messages and information between the public and sworn personnel or 
administrative teams as needed. 

 

Required Knowledge, Skills, and Abilities 

Knowledge: 

• Basic understanding of law enforcement procedures, terminology, and public safety 
protocols (or willingness to learn) 

• Knowledge of office practices, recordkeeping, and administrative procedures 
• Familiarity with applicable privacy laws and confidentiality requirements (e.g., handling 

sensitive police records) 
• Knowledge of departmental forms, permits, and common police documents (accident 

reports, incident logs, etc.) 

Skills: 

• Proficient in the use of office equipment (computers, phones, scanners, copiers) 
• Accurate data entry and basic typing skills 
• Strong verbal and written communication skills 
• Good customer service and conflict-resolution skills, especially in high-stress situations 
• Organizational and time-management skills to handle multiple tasks efficiently 
• Basic problem-solving skills and sound judgment 

Abilities: 

• Ability to interact professionally and courteously with the public, including distressed or 
upset individuals 

• Ability to maintain confidentiality and handle sensitive information with discretion 
• Ability to follow written and verbal instructions and apply department policies 

consistently 
• Ability to remain calm and focused during emergencies or challenging interactions 
• Ability to work independently or as part of a team in a structured environment 
• Ability to adapt to shifting priorities and department needs 

 



Education and Experience 

A high school diploma or GED is required. Successful background investigation.  
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Assistant Chief 

Department: Police Department 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Chief of Police 
Grade: 14 
Salary Range: $95,616-$143,146 

 

General Definition of Work 

The Assistant Chief of Police is a high-ranking executive within a police department 
responsible for assisting the Chief of Police in planning, directing, and overseeing the daily 
operations, strategic initiatives, and administrative functions of the department. This position 
provides leadership and oversight across multiple divisions or bureaus (e.g., Patrol, 
Investigations, Administration), ensuring compliance with laws, policies, and professional 
standards. The Deputy Chief acts as a key advisor to the Chief, participates in high-level 
decision-making, and may assume command of the department in the Chief’s absence. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

• Assist in Leading the Police Department: 

• Support the Chief of Police in managing overall department operations, strategy, and 
administration. 

• Assume command of the department in the Chief’s absence. 

•  Oversee Division-Level Operations: 

• Direct and coordinate the work of the entire agency. 
• Ensure divisional goals align with department objectives and public safety priorities. 



•  Develop and Implement Policy: 

• Assist in formulating and enforcing departmental policies, procedures, and strategic 
plans. 

• Ensure compliance with federal, state, and local laws, as well as accreditation standards. 

•  Supervise and Evaluate Command Staff: 

• Provide leadership, mentoring, and performance evaluations for captains, lieutenants, and 
other command-level personnel. 

• Address personnel issues, recommend promotions, and enforce discipline when 
necessary. 

•  Manage Budgets and Resources: 

• Assist in preparing and managing the department's budget. 
• Oversee allocation of personnel, equipment, and funding across divisions. 

•  Coordinate Critical Incidents and Emergency Response: 

• Serve as incident commander during major emergencies or public safety events. 
• Direct tactical, operational, and administrative responses. 

•  Lead Internal Investigations and Risk Management: 

• Oversee internal affairs investigations and ensure accountability. 
• Identify and mitigate organizational risk and liability. 

•  Foster Interagency and Community Relations: 

• Represent the department in meetings with elected officials, community groups, and 
partner agencies. 

• Promote transparency, trust, and engagement with the public. 

•  Analyze Data and Set Operational Priorities: 

• Review crime data and departmental performance metrics to guide strategic decisions. 
• Recommend improvements to operations, staffing, and service delivery. 

•  Ensure Ethical Standards and Departmental Integrity: 

• Uphold and promote the highest ethical and professional standards. 
• Serve as a role model for the department in conduct, leadership, and public service. 

 



Required Knowledge, Skills, and Abilities 

Knowledge: 

• Law Enforcement Principles: In-depth knowledge of modern police administration, 
criminal law, investigation techniques, patrol procedures, and emergency response. 

• Department Policies and Procedures: Thorough understanding of departmental rules, 
regulations, protocols, and labor agreements. 

• Supervisory and Management Practices: Knowledge of leadership principles, 
personnel supervision, budgeting, and organizational planning. 

• Constitutional and Criminal Law: Strong knowledge of state and federal laws, 
particularly those governing arrest, search and seizure, use of force, and due process. 

• Community Policing and Public Relations: Understanding of community engagement 
strategies and crime prevention practices. 

• Risk Management: Familiarity with legal liabilities and risk mitigation in policing 
operations. 

Skills: 

• Leadership and Decision-Making: Strong leadership skills with the ability to make 
sound, timely decisions, particularly under stress. 

• Communication: Excellent verbal and written communication skills, including the 
ability to brief command staff, write reports, and speak at public events. 

• Analytical Thinking: Skill in analyzing data, identifying trends, and developing 
effective crime reduction strategies. 

• Conflict Resolution: Ability to mediate disputes, manage internal conflicts, and handle 
public complaints effectively. 

• Strategic Planning: Skill in developing and implementing policies, procedures, and 
long-range goals. 

Abilities: 

• Lead and Motivate Personnel: Ability to inspire, direct, and hold staff accountable 
while fostering morale and professionalism. 

• Manage Resources Effectively: Ability to allocate personnel, equipment, and funding 
efficiently to meet operational needs. 

• Adapt to Changing Situations: Ability to remain flexible and responsive to evolving 
public safety challenges, community needs, and legal standards. 

• Build Relationships: Ability to work collaboratively with other agencies, city officials, 
and community stakeholders. 

• Maintain Integrity and Confidentiality: Uphold high ethical standards and handle 
sensitive information discreetly and professionally. 

 

 



Education and Experience 

o High school diploma or GED. 
o Completion of a state-approved police academy and certification as a law 

enforcement officer. 
o Advanced training in police leadership (e.g., FBI National Academy, Southern 

Police Institute, or similar).  
o Substantial progressive law enforcement experience, typically 15 or more years. 
o Minimum of 15-20 years in a supervisory role, such as Sergeant or Lieutenant. 
o Experience managing large teams, specialized units, or major projects. 
o Proven history of leadership in critical incidents, strategic planning, or 

administrative functions. 
o Experience in managing large-scale operations, policy development, budgeting, 

strategic planning, and interagency coordination. 
o Proven leadership during major incidents or in high-stakes environments. 

 

 

Physical Requirements 

1. Stamina and Endurance 
o Officers often work long shifts (8–12 hours) with periods of walking, standing, or 

patrolling. 
o High-stress situations (like foot pursuits or crisis response) require cardiovascular 

endurance. 
2. Strength 

o Must be able to restrain or subdue individuals safely. 
o May need to lift or carry heavy equipment or injured people. 
o Carrying 20–30 lbs of gear (e.g., duty belt, body armor) daily. 

3. Agility and Coordination 
o Important for foot chases, clearing obstacles, or responding to emergencies 

quickly. 
o Situations may involve entering tight spaces or navigating uneven terrain. 

4. Flexibility and Balance 
o Useful when maneuvering in and out of vehicles, handling suspects, or avoiding 

injury in altercations. 
5. Hand-Eye Coordination 

o Required for defensive tactics, using firearms or tasers, and during searches or 
evidence collection. 

6. Mental and Physical Resilience 
o Officers must manage physical exertion while under psychological stress (e.g., 

hostile situations or traumatic scenes). 
o Fatigue management is crucial during long shifts or night duty. 
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Chief of Police 

Department: Police Department 
FLSA Status: Appointed, Full-time with Full Benefits 
Reports to: Town Administrator 
Grade: 18 
Salary Range: $111,858-$167,787

 

General Definition of Work 

The Chief of Police is the highest-ranking officer in a law enforcement agency and is responsible 
for providing overall leadership, vision, and strategic direction for the police department. This 
executive-level position involves overseeing all departmental operations, including patrol, 
investigations, administration, and community outreach, to ensure the safety and security of the 
community. The Chief develops and enforces policies, manages the department’s budget and 
personnel, and represents the department to elected officials, the media, and the public. The 
Chief is accountable for maintaining integrity, transparency, and professionalism throughout the 
organization. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

1.   Provide Strategic Leadership and Vision: 
o Set the overall direction and priorities of the police department. 
o Establish long-term goals and policies that align with community needs and local 

government objectives. 
2. Oversee All Department Operations: 

o Manage day-to-day operations across all divisions, including patrol, 
investigations, training, support services, and administration. 

o Ensure efficiency, effectiveness, and responsiveness in all policing activities. 

 



3. Develop and Enforce Policies and Procedures: 
o Create and implement departmental rules, operational protocols, and standards of 

conduct. 
o Ensure compliance with federal, state, and local laws as well as best practices in 

policing. 
4. Manage Budget and Resources: 

o Develop and oversee the department's budget. 
o Approve expenditures, allocate resources, and ensure fiscal responsibility. 

5. Supervise and Evaluate Command Staff: 
o Appoint, direct, and evaluate executive and command-level personnel. 
o Provide leadership development, discipline, and organizational accountability. 

6. Ensure Public and Officer Safety: 
o Promote proactive crime prevention, community policing, and emergency 

preparedness. 
o Monitor use-of-force incidents, critical responses, and officer wellness initiatives. 

7. Foster Community Relations: 
o Build trust and collaboration with residents, local organizations, and community 

leaders. 
o Represent the department at public events, forums, and media engagements. 

8. Advise Elected Officials and City/County Leadership: 
o Serve as the principal law enforcement advisor to the mayor and town council. 
o Provide reports, recommendations, and updates on public safety issues. 

9. Lead Internal Investigations and Promote Accountability: 
o Ensure internal affairs functions are fair, thorough, and transparent. 
o Uphold the highest standards of ethics and integrity across the department. 

10. Coordinate with Other Agencies: 
o Collaborate with regional, state, and federal law enforcement agencies. 
o Participate in mutual aid agreements, task forces, and joint initiatives. 

 

 

Required Knowledge, Skills, and Abilities 

Knowledge: 

• Law Enforcement Practices: Comprehensive knowledge of modern police methods, 
criminal law, patrol procedures, investigation techniques, and emergency response. 

• Leadership and Administration: Deep understanding of leadership principles, 
organizational management, personnel supervision, budgeting, and strategic planning. 

• Constitutional, State, and Local Law: Thorough knowledge of laws governing 
policing, civil rights, use of force, and search and seizure. 

• Public Administration: Familiarity with municipal government operations, public sector 
finance, labor relations, and legal risk management. 



• Community Policing and Public Safety Trends: Strong grasp of community 
engagement strategies, crime prevention models, and emerging public safety practices. 

• Technology in Law Enforcement: Understanding of law enforcement technology, 
including records systems, body-worn cameras, and crime analytics tools. 

Skills: 

• Leadership and Strategic Thinking: Strong skills in leading diverse teams, setting 
department-wide goals, and navigating complex challenges. 

• Communication: Exceptional verbal and written communication skills for public 
speaking, media relations, report writing, and intergovernmental coordination. 

• Analytical and Decision-Making Skills: Ability to assess data, evaluate threats, and 
make sound decisions under pressure or during emergencies. 

• Conflict Resolution and Negotiation: Skilled in resolving personnel issues, citizen 
complaints, and interagency disputes with diplomacy and professionalism. 

• Financial and Resource Management: Competent in preparing and managing large 
budgets and allocating resources efficiently. 

Abilities: 

• Inspire and Maintain Public Trust: Ability to lead with transparency, fairness, and 
ethical conduct, earning the confidence of both the community and department personnel. 

• Promote Accountability and Performance: Ability to hold individuals and units 
accountable while fostering a positive, high-performance culture. 

• Develop Community Partnerships: Ability to engage with diverse populations, build 
partnerships, and work collaboratively with civic leaders and community groups. 

• Adapt to Change and Lead Reform: Ability to guide the department through changes 
in policy, law, technology, and community expectations. 

• Maintain Confidentiality and Integrity: Ability to handle sensitive information and 
investigations with the utmost discretion and ethical responsibility. 

 

Education and Experience 

o High school diploma or GED. 
o Completion of a state-approved police academy and certification as a law 

enforcement officer. 
o Advanced training in police leadership (e.g., FBI National Academy, Southern 

Police Institute, or similar).  
o Substantial progressive law enforcement experience, typically 15 or more years. 
o Minimum of 15-20 years in a supervisory role, such as Sergeant or Lieutenant. 
o Experience managing large teams, specialized units, or major projects. 
o Proven history of leadership in critical incidents, strategic planning, or 

administrative functions. 



o Experience in managing large-scale operations, policy development, budgeting, 
strategic planning, and interagency coordination. 

o Proven leadership during major incidents or in high-stakes environments. 

 

 

Physical Requirements 

1. Stamina and Endurance 
o Officers often work long shifts (8–12 hours) with periods of walking, standing, or 

patrolling. 
o High-stress situations (like foot pursuits or crisis response) require cardiovascular 

endurance. 
2. Strength 

o Must be able to restrain or subdue individuals safely. 
o May need to lift or carry heavy equipment or injured people. 
o Carrying 20–30 lbs of gear (e.g., duty belt, body armor) daily. 

3. Agility and Coordination 
o Important for foot chases, clearing obstacles, or responding to emergencies 

quickly. 
o Situations may involve entering tight spaces or navigating uneven terrain. 

4. Flexibility and Balance 
o Useful when maneuvering in and out of vehicles, handling suspects, or avoiding 

injury in altercations. 
5. Hand-Eye Coordination 

o Required for defensive tactics, using firearms or tasers, and during searches or 
evidence collection. 

6. Mental and Physical Resilience 
o Officers must manage physical exertion while under psychological stress (e.g., 

hostile situations or traumatic scenes). 
o Fatigue management is crucial during long shifts or night duty. 
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Police Corporal 

Department: Police Department 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Sergeant 
Grade: 13 
Salary Range: $70,418-$105,622 

 

General Definition of Work 

A Police Corporal is a full-time position working varied, 12-hour shifts, with a call-back status. 
The Police Corporal reports to the Sergeant. The Police Corporal conducts patrols throughout the 
Town of Cheverly and responds to all calls for service. The Police Corporal is required to 
maintain certifications through the State of Maryland. They must maintain a good working 
knowledge of the Town of Cheverly Code, Prince George’s Code, Maryland State Laws, and 
Federal laws. A Police Corporal is the first-line supervisor of a patrol squad and must have a 
complete understanding of policy and the ability to lead.  

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may 
be modified based on organizational needs. 

• Perform first line supervision duties 
• Patrol the town to prevent and deter crime. 
• Respond to calls for police service. 
• Assist the younger officers with their experience. 
• Engage the community and familiarize themselves with the residents of the town. 
• Enforce traffic and criminal laws. 
• Respond to citizen complaints and inquiries. 
• Maintain certifications and firearm qualifications. 
• Coordinate with Prince George’s County Police Department. 
• Maintain accurate and detailed case files using a digital case management system. 
• Prepare documentation and testify in court or administrative hearings as needed. 



• Engage with the community through education and outreach. 
• Provide professional service and clear communication to all residents and 

stakeholders. 
• Enforce parking regulations, animal ordinances, and other public codes. 
• Perform other related duties as assigned. 

Required Knowledge, Skills, and Abilities 

• Knowledge of Town of Cheverly Code, Prince George’s County Code, State and Federal 
Laws. 

• Knowledge of Traffic and Federal Law. 
• Knowledge of General Orders and Special Orders. 
• Ability to remain calm, objective, and respectful in conflict situations. 
• Skilled in leadership. 
• Proficient in Use of Force Policies. 
• Complete supervisory paperwork. 
• Skill in documenting investigations and report writing. 
• Experience with digital case tracking and documentation. 
• Knowledge with the records management.  
• Qualify at the firearms range 
• Strong verbal and written communication skills. 
• Ability to testify in legal proceedings. 
• Maintain a valid driver’s license. 
• 21 yrs. Old. 
• US citizen.  
• Pass a health screening. 
• Pass a drug screening. 
• Pass a psychological test. 
• Pass a voice stress analysis. 

Education and Experience 

A high school diploma or GED is required. Successful background investigation. Successful 
completion of a Maryland certified academy. 3 years of law enforcement experience. 

Physical Requirements 

1. Stamina and Endurance 
o Officers often work long shifts (8–12 hours) with periods of walking, standing, or 

patrolling. 
o High-stress situations (like foot pursuits or crisis response) require cardiovascular 

endurance. 
2. Strength 

o Must be able to restrain or subdue individuals safely. 
o May need to lift or carry heavy equipment or injured people. 
o Carrying 20–30 lbs of gear (e.g., duty belt, body armor) daily. 



3. Agility and Coordination
o Important for foot chases, clearing obstacles, or responding to emergencies

quickly.
o Situations may involve entering tight spaces or navigating uneven terrain.

4. Flexibility and Balance
o Useful when maneuvering in and out of vehicles, handling suspects, or avoiding

injury in altercations.
5. Hand-Eye Coordination

o Required for defensive tactics, using firearms or tasers, and during searches or
evidence collection.

6. Mental and Physical Resilience
o Officers must manage physical exertion while under psychological stress (e.g.,

hostile situations or traumatic scenes).
o Fatigue management is crucial during long shifts or night duty.
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Executive Assistant to the Chief of Police 

Department: Police Department 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Chief of Police 
Grade: 11 
Salary Range: $67,025 - $100,533 

 

General Definition of Work 

A Police Chief Executive Assistant provides high-level administrative and executive support to 
the Chief of Police and command staff. This role involves managing schedules, coordinating 
communications, preparing reports and presentations, handling confidential information, and 
serving as a liaison between the Chief's office and internal/external stakeholders. The Executive 
Assistant ensures that the office of the Chief operates efficiently, professionally, and in 
alignment with departmental priorities. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

1. Administrative Support to the Chief of Police: 
Provide direct, high-level administrative assistance to the Chief, including managing 
calendars, scheduling meetings, making travel arrangements, and preparing briefing 
materials. 

2. Document Preparation and Management: 
Draft, edit, proofread, and finalize correspondence, memos, reports, and presentations on 
behalf of the Chief and command staff. 

3. Meeting Coordination: 
Organize and coordinate internal and external meetings, including agenda preparation, 
minute-taking, and follow-up on action items. 



4. Confidential Records Handling: 
Maintain and safeguard sensitive personnel files, internal communications, and 
confidential police department records. 

5. Interdepartmental Communication: 
Serve as a liaison between the Chief’s office and other divisions, city departments, 
elected officials, and community organizations. 

6. Project and Task Management: 
Track deadlines, assist in managing special projects, and ensure the timely completion of 
assignments or departmental initiatives. 

7. Public and Stakeholder Interaction: 
Respond to inquiries from the public, media, and other agencies with professionalism, 
ensuring proper routing and follow-up. 

8. Policy and Procedure Support: 
Assist with drafting and reviewing departmental policies, procedures, and reports for 
executive review and dissemination. 

9. Event and Briefing Coordination: 
Plan and coordinate departmental events, public appearances, and briefings involving the 
Chief of Police. 

10. Office Management: 
Oversee general operations of the Chief's office, including inventory, supplies, filing 
systems, and internal communications. 

 

Required Knowledge, Skills, and Abilities 

Knowledge: 

• Law Enforcement Procedures: Familiarity with police department operations, 
protocols, and terminology to effectively support the Chief and staff. 

• Confidentiality and Privacy Laws: Knowledge of laws regarding confidentiality, 
privacy, and the handling of sensitive information (e.g., public records laws, FOIA, 
HIPAA). 

• Office Management: Understanding of office management practices, including file 
organization, document management, and administrative support functions. 

• Business Writing and Correspondence: Knowledge of proper business writing 
standards and document formatting to create professional and clear communications. 

• Scheduling and Project Management: Understanding of time management principles, 
scheduling software, and the ability to coordinate complex tasks and deadlines. 

Skills: 

• Advanced Communication Skills: Strong verbal and written communication abilities, 
with the capacity to clearly convey information to various stakeholders. 

• Organization and Time Management: Ability to prioritize tasks, manage multiple 
assignments, and handle competing deadlines in a fast-paced environment. 



• Problem-Solving and Critical Thinking: Ability to assess situations, identify issues, 
and provide solutions or escalate them as necessary. 

• Proficiency in Office Technology: Expertise in using office software (e.g., Microsoft 
Office Suite, scheduling tools) and familiarity with database systems used by police 
departments. 

• Interpersonal Skills: Ability to interact professionally and diplomatically with diverse 
groups, including department staff, government officials, the public, and media. 

Abilities: 

• Attention to Detail: Ability to produce accurate work and carefully review documents 
for completeness and compliance with departmental guidelines. 

• Confidentiality and Discretion: Ability to handle sensitive matters and confidential 
information with professionalism and discretion. 

• Adaptability and Flexibility: Ability to remain flexible and adaptable to changing 
priorities and departmental needs, especially in high-pressure situations. 

• Multitasking: Ability to manage multiple tasks simultaneously, often under tight 
timelines, while maintaining accuracy and efficiency. 

• Leadership and Initiative: Ability to take initiative, show leadership in managing office 
operations, and provide solutions to improve efficiency within the Chief’s office. 

 

Education and Experience 

A high school diploma or GED is required. Successful background investigation.  
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Lieutenant 

Department: Police Department 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Assistant Chief of Police 
Grade: 17 
Salary Range: $85,002-$127,504 

 

General Definition of Work 

A Lieutenant oversees the strategic planning, coordination, and supervision of personnel and 
resources to ensure the effective enforcement of laws, the protection of life and property, and the 
maintenance of public order. This role serves as a critical link between executive leadership 
(such as Deputy Chief or Chief of Police) and lower-level supervisors, ensuring departmental 
goals, policies, and procedures are carried out consistently and efficiently. 

 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

1. Command of Patrol: 
o Provide overall leadership and management of patrol. 
o Ensure alignment with department goals and community priorities. 

2. Supervise and Evaluate Personnel: 
o Oversee the performance of lieutenants, sergeants, and other staff. 
o Conduct evaluations, recommend promotions or disciplinary actions, and ensure 

professional development. 
3. Develop and Implement Policies and Procedures: 

o Assist in creating departmental protocols and ensure they are followed. 
o Update procedures in response to legal, operational, or community changes. 



4. Manage Budgets and Resources: 
o Assist the Deputy Chief with the preparation of the budget. 
o Monitor spending and ensure efficient use of personnel, vehicles, and equipment. 

5. Plan and Coordinate Operations: 
o Develop strategic plans for crime prevention, special events, and emergency 

response. 
o Coordinate multi-agency operations or specialized units as needed. 

6. Respond to Major Incidents: 
o Assume command during critical events, large-scale emergencies, or high-profile 

investigations. 
o Provide leadership and decision-making in high-pressure situations. 

7. Conduct Internal Reviews and Investigations: 
o Investigate or oversee investigations into internal affairs or personnel issues. 
o Ensure accountability and integrity within the ranks. 

8. Communicate with Executive Leadership: 
o Provide briefings, updates, and recommendations to Deputy Chiefs or the Chief of 

Police. 
o Implement directives from executive leadership. 

9. Represent the Department Externally: 
o Attend public meetings, press conferences, or interagency collaborations as a 

departmental representative. 
o Foster positive relationships with the public and community stakeholders. 

10. Ensure Compliance and Risk Management: 
o Monitor legal developments and ensure the department remains in compliance 

with laws and accreditation standards. 
o Identify risks and implement measures to mitigate liability. 

 

Required Knowledge, Skills, and Abilities 

Knowledge: 

• Law Enforcement Principles: In-depth knowledge of modern police administration, 
criminal law, investigation techniques, patrol procedures, and emergency response. 

• Department Policies and Procedures: Thorough understanding of departmental rules, 
regulations, protocols, and labor agreements. 

• Supervisory and Management Practices: Knowledge of leadership principles, 
personnel supervision, budgeting, and organizational planning. 

• Constitutional and Criminal Law: Strong knowledge of state and federal laws, 
particularly those governing arrest, search and seizure, use of force, and due process. 

• Community Policing and Public Relations: Understanding of community engagement 
strategies and crime prevention practices. 

• Risk Management: Familiarity with legal liabilities and risk mitigation in policing 
operations. 



Skills: 

• Leadership and Decision-Making: Strong leadership skills with the ability to make 
sound, timely decisions, particularly under stress. 

• Communication: Excellent verbal and written communication skills, including the 
ability to brief command staff, write reports, and speak at public events. 

• Analytical Thinking: Skill in analyzing data, identifying trends, and developing 
effective crime reduction strategies. 

• Conflict Resolution: Ability to mediate disputes, manage internal conflicts, and handle 
public complaints effectively. 

• Strategic Planning: Skill in developing and implementing policies, procedures, and 
long-range goals. 

Abilities: 

• Lead and Motivate Personnel: Ability to inspire, direct, and hold staff accountable 
while fostering morale and professionalism. 

• Manage Resources Effectively: Ability to allocate personnel, equipment, and funding 
efficiently to meet operational needs. 

• Adapt to Changing Situations: Ability to remain flexible and responsive to evolving 
public safety challenges, community needs, and legal standards. 

• Build Relationships: Ability to work collaboratively with other agencies, city officials, 
and community stakeholders. 

• Maintain Integrity and Confidentiality: Uphold high ethical standards and handle 
sensitive information discreetly and professionally. 

 

 

Education and Experience 

o High school diploma or GED. 
o Completion of a state-approved police academy and certification as a law 

enforcement officer.Advanced training in police leadership (e.g., FBI National 
Academy, Southern Police Institute, or similar).  

o Substantial progressive law enforcement experience, typically 10 or more years. 
o Minimum of 3–5 years in a supervisory role, such as Sergeant or Lieutenant. 
o Experience managing large teams, specialized units, or major projects. 
o Proven history of leadership in critical incidents, strategic planning, or 

administrative functions. 

 

Physical Requirements 



1. Stamina and Endurance 
o Officers often work long shifts (8–12 hours) with periods of walking, standing, or 

patrolling. 
o High-stress situations (like foot pursuits or crisis response) require cardiovascular 

endurance. 
2. Strength 

o Must be able to restrain or subdue individuals safely. 
o May need to lift or carry heavy equipment or injured people. 
o Carrying 20–30 lbs of gear (e.g., duty belt, body armor) daily. 

3. Agility and Coordination 
o Important for foot chases, clearing obstacles, or responding to emergencies 

quickly. 
o Situations may involve entering tight spaces or navigating uneven terrain. 

4. Flexibility and Balance 
o Useful when maneuvering in and out of vehicles, handling suspects, or avoiding 

injury in altercations. 
5. Hand-Eye Coordination 

o Required for defensive tactics, using firearms or tasers, and during searches or 
evidence collection. 

6. Mental and Physical Resilience 
o Officers must manage physical exertion while under psychological stress (e.g., 

hostile situations or traumatic scenes). 
o Fatigue management is crucial during long shifts or night duty. 
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Police Officer First Class 

Department: Police Department 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Shift Supervisor 
Grade: 10 
Salary Range: $65,389-$98.080 

 

General Definition of Work 

A Police Officer First Class is a full-time position working varied, 12-hour shifts, with a call-
back status. The Police Officer First Class reports to the shift supervisor. The Police Officer First 
Class conducts patrols throughout the Town of Cheverly and responds to all calls for service. 
The Police Officer First Class is required to maintain certifications through the State of 
Maryland. They must maintain a good working knowledge of the Town of Cheverly Code, 
Prince George’s Code, Maryland State Laws, and Federal laws.  

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may 
be modified based on organizational needs. 

• Patrol the town to prevent and deter crime. 
• Respond to calls for police service. 
• Assist the younger officers with their experience. 
• Engage the community and familiarize themselves with the residents of the town. 
• Enforce traffic and criminal laws. 
• Respond to citizen complaints and inquiries. 
• Maintain certifications and firearm qualifications. 
• Coordinate with Prince George’s County Police Department. 
• Maintain accurate and detailed case files using a digital case management system. 
• Prepare documentation and testify in court or administrative hearings as needed. 
• Engage with the community through education and outreach. 



• Provide professional service and clear communication to all residents and 
stakeholders. 

• Enforce parking regulations, animal ordinances, and other public codes. 
• Perform other related duties as assigned. 

Required Knowledge, Skills, and Abilities 

• Knowledge of Town of Cheverly Code, Prince George’s County Code, State and Federal 
Laws. 

• Knowledge of Traffic and Federal Law. 
• Knowledge of General Orders and Special Orders. 
• Ability to remain calm, objective, and respectful in conflict situations. 
• Skill in documenting investigations and report writing. 
• Experience with digital case tracking and documentation. 
• Knowledge with the records management.  
• Qualify at the firearms range 
• Strong verbal and written communication skills. 
• Ability to testify in legal proceedings. 
• Maintain a valid driver’s license. 
• 21 yrs. Old. 
• US citizen.  
• Pass a health screening. 
• Pass a drug screening. 
• Pass a psychological test. 
• Pass a voice stress analysis. 

Education and Experience 

A high school diploma or GED is required. Successful background investigation. Successful 
completion of a Maryland certified academy. 3 years of law enforcement experience. 

Physical Requirements 

1. Stamina and Endurance 
o Officers often work long shifts (8–12 hours) with periods of walking, standing, or 

patrolling. 
o High-stress situations (like foot pursuits or crisis response) require cardiovascular 

endurance. 
2. Strength 

o Must be able to restrain or subdue individuals safely. 
o May need to lift or carry heavy equipment or injured people. 
o Carrying 20–30 lbs of gear (e.g., duty belt, body armor) daily. 

3. Agility and Coordination 
o Important for foot chases, clearing obstacles, or responding to emergencies 

quickly. 
o Situations may involve entering tight spaces or navigating uneven terrain. 



4. Flexibility and Balance
o Useful when maneuvering in and out of vehicles, handling suspects, or avoiding

injury in altercations.
5. Hand-Eye Coordination

o Required for defensive tactics, using firearms or tasers, and during searches or
evidence collection.

6. Mental and Physical Resilience
o Officers must manage physical exertion while under psychological stress (e.g.,

hostile situations or traumatic scenes).
o Fatigue management is crucial during long shifts or night duty.
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Police Officer First Class 

Department: Police Department 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Shift Supervisor 
Grade: 10 
Salary Range: $65,389-$98,080 

 

General Definition of Work 

A Police Officer First Class is a full-time position working varied, 12-hour shifts, with a call-
back status. The Police Officer First Class reports to the shift supervisor. The Police Officer First 
Class conducts patrols throughout the Town of Cheverly and responds to all calls for service. 
The Police Officer First Class is required to maintain certifications through the State of 
Maryland. They must maintain a good working knowledge of the Town of Cheverly Code, 
Prince George’s Code, Maryland State Laws, and Federal laws.  

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may 
be modified based on organizational needs. 

• Patrol the town to prevent and deter crime. 
• Respond to calls for police service. 
• Assist the younger officers with their experience. 
• Engage the community and familiarize themselves with the residents of the town. 
• Enforce traffic and criminal laws. 
• Respond to citizen complaints and inquiries. 
• Maintain certifications and firearm qualifications. 
• Coordinate with Prince George’s County Police Department. 
• Maintain accurate and detailed case files using a digital case management system. 
• Prepare documentation and testify in court or administrative hearings as needed. 
• Engage with the community through education and outreach. 



• Provide professional service and clear communication to all residents and 
stakeholders. 

• Enforce parking regulations, animal ordinances, and other public codes. 
• Perform other related duties as assigned. 

Required Knowledge, Skills, and Abilities 

• Knowledge of Town of Cheverly Code, Prince George’s County Code, State and Federal 
Laws. 

• Knowledge of Traffic and Federal Law. 
• Knowledge of General Orders and Special Orders. 
• Ability to remain calm, objective, and respectful in conflict situations. 
• Skill in documenting investigations and report writing. 
• Experience with digital case tracking and documentation. 
• Knowledge with the records management.  
• Qualify at the firearms range 
• Strong verbal and written communication skills. 
• Ability to testify in legal proceedings. 
• Maintain a valid driver’s license. 
• 21 yrs. Old. 
• US citizen.  
• Pass a health screening. 
• Pass a drug screening. 
• Pass a psychological test. 
• Pass a voice stress analysis. 

Education and Experience 

A high school diploma or GED is required. Successful background investigation. Successful 
completion of a Maryland certified academy. 3 years of law enforcement experience. 

Physical Requirements 

1. Stamina and Endurance 
o Officers often work long shifts (8–12 hours) with periods of walking, standing, or 

patrolling. 
o High-stress situations (like foot pursuits or crisis response) require cardiovascular 

endurance. 
2. Strength 

o Must be able to restrain or subdue individuals safely. 
o May need to lift or carry heavy equipment or injured people. 
o Carrying 20–30 lbs of gear (e.g., duty belt, body armor) daily. 

3. Agility and Coordination 
o Important for foot chases, clearing obstacles, or responding to emergencies 

quickly. 
o Situations may involve entering tight spaces or navigating uneven terrain. 



4. Flexibility and Balance 
o Useful when maneuvering in and out of vehicles, handling suspects, or avoiding 

injury in altercations. 
5. Hand-Eye Coordination 

o Required for defensive tactics, using firearms or tasers, and during searches or 
evidence collection. 

6. Mental and Physical Resilience 
o Officers must manage physical exertion while under psychological stress (e.g., 

hostile situations or traumatic scenes). 
o Fatigue management is crucial during long shifts or night duty. 
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Records Manager 

Department: Police Department 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Corporal/NCO 
Grade:  
Salary Range:   

 

General Definition of Work 

A Police Records Manager is responsible for overseeing the organization, maintenance, 
security, and accessibility of all official law enforcement records within a police department. 
This role ensures compliance with local, state, and federal laws governing the retention, release, 
and destruction of police documents and data. The Records Manager supervises records 
personnel, manages records systems, coordinates public records requests, and works closely with 
law enforcement, legal, and administrative staff to support accurate and efficient records 
management. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

1. Records Management Oversight: 
Develop, implement, and maintain systems and procedures for the accurate collection, 
organization, storage, and retrieval of police records and reports. 

2. Compliance and Legal Standards: 
Ensure records handling complies with local, state, and federal regulations, including 
laws related to public records, evidence retention, and confidentiality (e.g., FOIA, CJIS, 
HIPAA). 

3. Staff Supervision and Training: 
Supervise, train, and evaluate records staff; assign duties and monitor performance to 
ensure efficiency and adherence to standards. 



4. Public Records Requests: 
Review and process requests for public information, redacting sensitive material as 
required by law and ensuring timely, lawful release of records. 

5. Technology and Systems Administration: 
Manage or coordinate with IT staff to oversee electronic records management systems 
(e.g., RMS, CAD) and ensure data integrity and system functionality. 

6. Quality Control and Audit: 
Review police reports and related documents for accuracy, completeness, and proper 
classification; conduct audits of records for compliance and retention schedule adherence. 

7. Retention and Disposal: 
Maintain and enforce records retention schedules and ensure the proper destruction of 
records that are no longer required to be kept. 

8. Interagency Coordination: 
Serve as a liaison with courts, attorneys, other law enforcement agencies, and the public 
regarding records-related matters. 

9. Policy Development: 
Assist in the development or revision of department policies and procedures related to 
records management and information sharing. 

10. Data Security and Confidentiality: 
Ensure the protection of sensitive and confidential information through proper handling, 
storage, and access controls. 

Required Knowledge, Skills, and Abilities 

Knowledge: 

• Thorough understanding of police records management systems (RMS) and related 
software (e.g., CAD, NCIC, CJIS) 

• Comprehensive knowledge of federal, state, and local laws regarding public records, 
privacy, retention schedules, and information release (e.g., FOIA, CJIS, HIPAA) 

• Knowledge of law enforcement terminology, forms, and reporting standards 
• Familiarity with principles of records classification, indexing, archiving, and destruction 
• Knowledge of supervisory practices, including training, scheduling, and performance 

evaluation 

Skills: 

• Strong leadership and personnel management skills 
• Excellent written and verbal communication skills for interaction with law enforcement 

personnel, legal professionals, and the public 
• Advanced organizational skills with high attention to detail and accuracy 
• Strong analytical skills for auditing records, reviewing compliance, and resolving 

discrepancies 
• Proficient in using office technology, databases, spreadsheets, and digital filing systems 
• Time management and prioritization skills to meet legal deadlines and service standards 



Abilities: 

• Ability to interpret and apply laws, regulations, and department policies related to records 
and data privacy 

• Ability to plan, implement, and monitor a comprehensive records management program 
• Ability to train, supervise, and motivate a team in a fast-paced, sensitive environment 
• Ability to maintain confidentiality and handle highly sensitive or restricted information 

appropriately 
• Ability to adapt to new technologies and changing legal requirements 
• Ability to work independently and exercise sound judgment in complex situations 

Education and Experience 

A high school diploma or GED is required. Successful background investigation.  
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Sergeant 

Department: Police Department 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Lieutenant 
Grade: 17 
Salary Range: $77,728-$116,588 

General Definition of Work 

A Sergeant is a full-time position working varied, 12-hour shifts, with a call-back status. They 
must maintain a good working knowledge of the Town of Cheverly Code, Prince George’s Code, 
Maryland State Laws, and Federal laws. A Police Patrol Sergeant supervises and coordinates the 
daily activities of police officers engaged in patrolling assigned areas to enforce laws, maintain 
public order, prevent crime, and provide assistance to the public. The Sergeant ensures that 
officers perform their duties effectively and in compliance with departmental policies, legal 
requirements, and ethical standards. They also serve as a liaison between command staff and 
patrol officers, providing guidance, support, and evaluation. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may 
be modified based on organizational needs. 

• Supervise Patrol Operations:
o Direct and coordinate daily patrol activities.
o Ensure proper coverage of assigned areas.
o Monitor radio traffic and respond to critical incidents.

• Respond to Emergencies and Major Incidents:
o Serve as on-scene supervisor at crime scenes, accidents, or other emergencies.
o Provide tactical guidance and assume command when necessary.

• Enforce Department Policies and Legal Standards:



o Ensure officers follow department rules, procedures, and legal guidelines. 
o Interpret and apply laws in field situations. 

• Train and Evaluate Subordinate Officers: 
o Provide coaching, training, and professional development. 
o Conduct performance evaluations and recommend disciplinary or corrective 

actions when needed. 
• Review and Approve Reports and Documentation: 

o Check police reports, arrest paperwork, and incident documentation for accuracy 
and completeness. 

o Maintain records and logs related to patrol activities. 
• Investigate Internal and Public Complaints: 

o Conduct initial inquiries into citizen complaints or officer misconduct. 
o Report findings to command staff. 

• Coordinate with Other Units or Agencies: 
o Work with detectives, traffic, or specialized units on joint operations. 
o Liaise with fire, EMS, and other emergency services during incidents. 

• Promote Community Engagement and Public Relations: 
o Attend community meetings or events as a department representative. 
o Address neighborhood concerns and build public trust. 

• Maintain Operational Readiness: 
o Ensure officers have proper equipment and are briefed on updates or special 

instructions. 
o Monitor and manage overtime, staffing levels, and scheduling. 

• Document and Report to Command Staff: 
o Provide shift summaries, incident updates, and operational reports to supervisors. 

• Perform other related duties as assigned. 

Required Knowledge, Skills, and Abilities 

• Knowledge of Town of Cheverly Code, Prince George’s County Code, State and Federal 
Laws. 

• Knowledge of Traffic and Federal Law. 
• Knowledge of General Orders and Special Orders. 
• Ability to remain calm, objective, and respectful in conflict situations. 
• Skill in documenting investigations and report writing. 
• Experience with digital case tracking and documentation. 
• Knowledge with the records management.  
• Qualify at the firearms range 
• Strong verbal and written communication skills. 
• Ability to testify in legal proceedings. 
• Maintain a valid driver’s license. 
• 21 yrs. Old. 
• US citizen.  
• Pass a health screening. 
• Pass a drug screening. 
• Pass a psychological test. 



• Pass a voice stress analysis. 

Education and Experience 

A high school diploma or GED is required. Successful background investigation. Successful 
completion of a Maryland certified academy. 3 years of law enforcement experience. Successful 
completion of a MPCTC certified school for supervision. 

Physical Requirements 

1. Stamina and Endurance 
o Officers often work long shifts (8–12 hours) with periods of walking, standing, or 

patrolling. 
o High-stress situations (like foot pursuits or crisis response) require cardiovascular 

endurance. 
2. Strength 

o Must be able to restrain or subdue individuals safely. 
o May need to lift or carry heavy equipment or injured people. 
o Carrying 20–30 lbs of gear (e.g., duty belt, body armor) daily. 

3. Agility and Coordination 
o Important for foot chases, clearing obstacles, or responding to emergencies 

quickly. 
o Situations may involve entering tight spaces or navigating uneven terrain. 

4. Flexibility and Balance 
o Useful when maneuvering in and out of vehicles, handling suspects, or avoiding 

injury in altercations. 
5. Hand-Eye Coordination 

o Required for defensive tactics, using firearms or tasers, and during searches or 
evidence collection. 

6. Mental and Physical Resilience 
o Officers must manage physical exertion while under psychological stress (e.g., 

hostile situations or traumatic scenes). 
o Fatigue management is crucial during long shifts or night duty. 
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Deputy Director of Public Works 

Department: Public Works 
FLSA Status: Exempt, Full-time with Full Benefits 
Reports to: Director of Public Works 
Grade: 11M, EIP – Essential Employee 
Salary range - $111,858 – 167,787 

General Definition of Work 

The Deputy Director of Public Works is responsible for overseeing and managing the daily 
operations of the Public Works Department, which includes the maintenance and improvement 
of public infrastructure, streets, facilities, parks, and other community services. The Deputy 
Director provides strategic leadership and direction to the department, ensuring that all 
operations are carried out efficiently, safely, and in compliance with local, state, and federal 
regulations. The Deputy Director manages the department’s field staff and operations, and 
coordinates public works projects and services that improve the quality of life for residents of the 
Town of Cheverly. This position assists with budget development and management throughout 
the fiscal year. The Deputy Director serves as acting director during the absence of the Director 
of Public Works. 

Essential Functions: 

• Leadership and Management:
o Lead, supervise, and manage all aspects of the Public Works Department,

including staffing, operations, and strategic planning.
o Supervise and mentor department supervisors and staff, providing guidance and

support in achieving departmental goals and performance standards.
o Assist with developing and implementing policies and procedures to improve the

efficiency and effectiveness of the Public Works Department.
• Public Works Operations and Maintenance:



o Oversee the maintenance and repair of public infrastructure, including streets, 
sidewalks, stormwater systems, parks, and public facilities. 

o Plan, organize, and direct construction projects, road repairs, and improvement 
projects within the town. 

o Ensure the department’s equipment and vehicles are properly maintained and 
ready for use. 

• Project Management: 
o Assist with or take the lead on coordination and overseeing the planning and 

execution of large-scale capital improvement projects, including road repairs, 
construction of new facilities, and major infrastructure projects. 

o Collaborate with other departments, consultants, and contractors to ensure the 
timely and successful completion of projects. 

o Develop, in conjunction with the Director, project schedules, budgets, and 
resource plans to ensure efficient project delivery. 

• Compliance and Safety: 
o Ensure that all department activities comply with local, state, and federal 

regulations, including environmental standards, safety protocols, and public 
health requirements. 

o Ensure that the department adheres to safety regulations, including OSHA 
standards, and that all staff are properly trained in safety procedures. 

o Oversee the development and implementation of emergency preparedness plans, 
including responses to weather-related emergencies (e.g., snow removal, 
flooding). 

• Public Interaction and Communication: 
o Serve as a secondary liaison between the Public Works Department and the Town 

Council, Town Administrator, and the public. 
o Respond to public inquiries and complaints, addressing concerns and resolving 

issues in a timely and professional manner. 
o Provide regular updates and reports to the Director on the status of public works 

projects, departmental activities, and field operations. 
• Strategic Planning and Policy Development: 

o Assist developing long-term plans for infrastructure development, facility 
management, and sustainability initiatives. 

o Stay up to date with best practices in public works and implement innovative 
approaches to improve service delivery and operations. 

 

Knowledge, Skills, and Abilities (KSAs): 

Knowledge: 

• Public Works and Infrastructure Management: 
o In-depth knowledge of public works management, including street maintenance, 

parks management, construction projects, and environmental compliance. 



o Knowledge of the principles and practices of project management, including 
budgeting, scheduling, and contracting. 

• Regulatory Compliance: 
o Familiarity with local, state, and federal regulations related to public works 

operations, safety standards, and environmental laws. 
o Knowledge of procurement, contract management, and purchasing laws. 

• Leadership and Administration: 
o Understanding of organizational leadership principles and personnel management. 
o Knowledge of municipal government functions and the relationship between 

public works and other departments. 

Skills: 

• Leadership and Supervision: 
o Strong leadership skills with the ability to motivate, manage, and develop a team 

of professionals. 
o Ability to resolve conflicts, promote collaboration, and build strong working 

relationships both within the department and across other town departments. 
• Project and Budget Management: 

o Skilled in budget preparation, financial management, and monitoring 
expenditures. 

o Strong project management skills, including the ability to oversee multiple 
projects simultaneously, meet deadlines, and manage resources effectively. 

• Communication: 
o Excellent verbal and written communication skills, with the ability to present 

ideas clearly and persuasively to a variety of stakeholders. 
o Ability to effectively communicate with staff, town officials, contractors, and 

residents. 

Abilities: 

• Decision Making: 
o Ability to make critical decisions regarding public works operations and to 

resolve complex problems efficiently. 
• Problem-Solving: 

o Strong analytical and problem-solving abilities to address operational challenges, 
budget issues, and project delays. 

• Time Management and Organization: 
o Ability to prioritize and manage multiple tasks and projects simultaneously, 

ensuring timely and effective completion of departmental goals. 
• Community Relations: 

o Ability to interact with the public and elected officials in a professional, 
courteous, and diplomatic manner. 

o Ability to address public concerns and manage community relations effectively. 

 



Minimum Qualifications: 

• Education: 
o A Bachelor’s Degree in Civil Engineering, Public Administration, Environmental 

Science, or a related field is required or equivalent experience. 
• Experience: 

o At least 8 years of progressively responsible experience in public works 
management, including 3 years in a supervisory or managerial capacity. 

o Experience in municipal government operations, including all public works 
operations. 

• Licenses and Certifications: 
o A valid driver’s license and the ability to obtain a commercial driver’s license 

(CDL) if required for job duties. 
o Professional certifications in public works management, project management, or 

related fields (e.g., PMP, PE) are preferred. 
• Other Requirements: 

o Must pass a pre-employment drug screening. 
o Availability to work flexible hours, including evenings, weekends, and during 

emergencies. 
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Director of Public Works  

Department: Public Works 
FLSA Status: Exempt, Full-time with Full Benefits 
Reports to: Town Administrator 
Salary range - $ 111,858 – 167,787 
Essential Employee 

 

General Definition of Work 

The Director of Public Works is responsible for overseeing and managing the operations of the 
Public Works Department, which includes the maintenance and improvement of public 
infrastructure, streets, facilities, parks, and other community services. The Director provides 
strategic leadership and direction to the department, ensuring that all operations are carried out 
efficiently, safely, and in compliance with local, state, and federal regulations. The Director 
manages the department’s budget, supervises staff, and coordinates public works projects and 
services that improve the quality of life for residents of the Town of Cheverly. 

 

Essential Functions: 

• Leadership and Management: 
o Lead, supervise, and manage all aspects of the Public Works Department, 

including staffing, operations, budgets, and strategic planning. 
o Supervise and mentor department managers and staff, providing guidance and 

support in achieving departmental goals and performance standards. 
o Develop and implement policies and procedures to improve the efficiency and 

effectiveness of the Public Works Department. 
• Budget and Financial Management: 

o Prepare and manage the Public Works Department’s annual budget, ensuring that 
resources are allocated appropriately for operations, equipment, and capital 
improvement projects. 



o Monitor expenditures and identify opportunities for cost savings and operational 
efficiency. 

o Oversee procurement processes for equipment, materials, and services required by 
the department. 

• Public Works Operations and Maintenance: 
o Oversee the maintenance and repair of public infrastructure, including streets, 

sidewalks, stormwater systems, parks, and public facilities. 
o Plan, organize, and direct construction projects, road repairs, and improvement 

projects within the town. 
o Ensure the department’s equipment and vehicles are properly maintained and 

ready for use. 
• Project Management: 

o Coordinate and oversee the planning and execution of large-scale capital 
improvement projects, including road repairs, construction of new facilities, and 
major infrastructure projects. 

o Collaborate with other departments, consultants, and contractors to ensure the 
timely and successful completion of projects. 

o Develop project schedules, budgets, and resource plans to ensure efficient project 
delivery. 

• Compliance and Safety: 
o Ensure that all department activities comply with local, state, and federal 

regulations, including environmental standards, safety protocols, and public 
health requirements. 

o Ensure that the department adheres to safety regulations, including OSHA 
standards, and that all staff are properly trained in safety procedures. 

o Oversee the development and implementation of emergency preparedness plans, 
including responses to weather-related emergencies (e.g., snow removal, 
flooding). 

• Public Interaction and Communication: 
o Serve as the primary liaison between the Public Works Department and the Town 

Council, Town Administrator, and the public. 
o Respond to public inquiries and complaints, addressing concerns and resolving 

issues in a timely and professional manner. 
o Provide regular updates and reports to the Town Council on the status of public 

works projects, departmental activities, and budget performance. 
• Strategic Planning and Policy Development: 

o Develop long-term plans for infrastructure development, facility management, 
and sustainability initiatives. 

o Stay up to date with best practices in public works and implement innovative 
approaches to improve service delivery and operations. 

 

Knowledge, Skills, and Abilities (KSAs): 

Knowledge: 



• Public Works and Infrastructure Management: 
o In-depth knowledge of public works management, including street maintenance, 

parks management, construction projects, and environmental compliance. 
o Knowledge of the principles and practices of project management, including 

budgeting, scheduling, and contracting. 
• Regulatory Compliance: 

o Familiarity with local, state, and federal regulations related to public works 
operations, safety standards, and environmental laws. 

o Knowledge of procurement, contract management, and purchasing laws. 
• Leadership and Administration: 

o Understanding of organizational leadership principles and personnel management. 
o Knowledge of municipal government functions and the relationship between 

public works and other departments. 

Skills: 

• Leadership and Supervision: 
o Strong leadership skills with the ability to motivate, manage, and develop a team 

of professionals. 
o Ability to resolve conflicts, promote collaboration, and build strong working 

relationships both within the department and across other town departments. 
• Project and Budget Management: 

o Skilled in budget preparation, financial management, and monitoring 
expenditures. 

o Strong project management skills, including the ability to oversee multiple 
projects simultaneously, meet deadlines, and manage resources effectively. 

• Communication: 
o Excellent verbal and written communication skills, with the ability to present 

ideas clearly and persuasively to a variety of stakeholders. 
o Ability to effectively communicate with staff, town officials, contractors, and 

residents. 

Abilities: 

• Decision Making: 
o Ability to make critical decisions regarding public works operations and to 

resolve complex problems efficiently. 
• Problem-Solving: 

o Strong analytical and problem-solving abilities to address operational challenges, 
budget issues, and project delays. 

• Time Management and Organization: 
o Ability to prioritize and manage multiple tasks and projects simultaneously, 

ensuring timely and effective completion of departmental goals. 
• Community Relations: 

o Ability to interact with the public and elected officials in a professional, 
courteous, and diplomatic manner. 



o Ability to address public concerns and manage community relations effectively. 

 

Minimum Qualifications: 

• Education: 
o A Bachelor’s Degree in Civil Engineering, Public Administration, Environmental 

Science, or a related field is required or equivalent experience. 
o A Master’s Degree in a related field is preferred. 

• Experience: 
o At least 10 years of progressively responsible experience in public works 

management, including 5 years in a supervisory or managerial capacity. 
o Experience in municipal government operations, including budget management, 

personnel management, and project oversight. 
• Licenses and Certifications: 

o A valid driver’s license and the ability to obtain a commercial driver’s license 
(CDL) if required for job duties. 

o Professional certifications in public works management, project management, or 
related fields (e.g., PMP, PE) are preferred. 

• Other Requirements: 
o Must pass a background check and drug screening. 
o Availability to work flexible hours, including evenings, weekends, and during 

emergencies. 
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Public Works Administrative Assistant 
Job Description 
 
Department: Public Works  
FLSA Status: Non-Exempt, Part-time  
Reports to: Deputy Director, Public Works 
Grade: 6NM 
Salary range- $ 58,364 – 87,543

 

General Definition of Work 

The Administrative Assistant (Public Works) is a full-time clerical position under the general 
supervision of the Director of Public Works and receives daily assignments and project guidance 
from the Deputy Director of Public Works. This position provides essential administrative and 
clerical support to help ensure the smooth operation of the Public Works Department. 
Responsibilities include recordkeeping, correspondence, monitoring supply inventory, and 
supporting departmental communication and scheduling. The Administrative Assistant also 
assists with emergency response logistics and public event coordination. Strong attention to 
detail, discretion, communication skills, and organizational ability are essential. 

Essential Functions 

The following tasks are intended only as illustrations of the various types of work performed. 
The omission of specific duties does not exclude them from the position if the work is similar, 
related, or a logical assignment to the position. 

Clerk Duties and Administrative Support 

• Assist with maintaining organized records and ensuring secure storage of sensitive 
materials. 

• Assist with preparing correspondence, reports, permits, and forms. 
• Assist with processing vendor invoices and track expenditures using financial software. 
• Proofread all documents for accuracy, consistency, and professionalism. 



• Assist with the maintenance of department calendars, schedules, and communications. 

Public Reception and Communications 

• Serve as department receptionist and primary point of contact for residents. 
• Respond to inquiries via phone, email, and in person with courtesy and professionalism. 
• Draft announcements, event notifications, and brief social media content. 
• Support interdepartmental coordination and communication. 

Event and Utility Support 

• Provide logistical support for departmental events and utility coordination. 
• Assist with project schedules, updates, and service notifications. 
• Support planning, setup, and documentation for community-facing initiatives. 

Emergency Operations and Other Duties 

• Participate in emergency preparation and documentation efforts as needed 
• Attend departmental meetings and contribute to planning and workflow coordination. 
• Assist with general departmental needs and projects as assigned. 

Knowledge, Skills, and Abilities 

Knowledge of: 

• Standard office procedures and records management systems. 
• Microsoft Office Suite and departmental software systems. 
• Local government operations and public works service functions. 

Skills in: 

• Written communication, proofreading, and document preparation. 
• Organization and time management. 
• Professional and courteous customer service. 

Abilities to: 

• Maintain confidentiality of sensitive information. 
• Prioritize and multitask in a fast-paced environment. 
• Adapt to changing workloads and support special projects with minimal supervision. 
• Work effectively both independently and as part of a team. 

Education and Experience 

Education:  



Education: A high school diploma or equivalent is required. College coursework in business 
administration, public administration, or a related field is preferred. 

Experience: Prior clerical or administrative experience in a government or public works setting 
is strongly preferred. 

Physical Requirements 

This position involves primarily office-based work, requiring frequent use of computers and 
standard office equipment. Tasks may include sitting, standing, reaching, lifting up to 20 pounds, 
and occasional bending. Vocal and auditory ability are essential for communication. Reasonable 
accommodation will be made for qualified individuals with disabilities. 

Special Requirements 

• A valid Maryland driver’s license or the ability to obtain one. 
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Public Works Administrator Job Description 
 
Department: Administration 
FLSA Status: Exempt, Full-time with Full Benefits 
Reports to: Director of Public Works 
Grade: 9M, EIP – Essential Employee 
Salary Range: $78,589 to $117,884 

 

General Definition of Work 

The Public Works Administrator will perform intermediate to advanced tasks with responsibility 
to make independent decisions. This position is primarily responsible for various public works 
programs and projects to include but not limited to budget coordination, grant administration, 
public utility oversight, special projects, and other routine and non-routine departmental tasks 
and duties. The Public Works Adminstrator will communicate/coordinate with internal staff, 
government agencies, vendors, and contractors associated with projects. The incumbent will 
coordinate/track the implementation of plans and/or administrative paperwork, and will work to 
ensure that projects are completed within established time frame and budgetary parameters if 
appropriate. This position will also have responsibility for ensuring accounting records/reports 
for the Department are maintained accurately and on schedule. 

This position may be tasked with developing and maintaining standard operating procedures for 
all divisions.  

This position may also be assigned the lead role, actively support and/or serve as a backup for 
administering departmental or Town systems such as Bill.com, Paychex, DIVVY, SeeClickFix, 
News & Announcements, other systems, and other department responsibilities. When 
administering systems, either as the lead, support, or backup, the incumbent will ensure 
processes are acknowledged, documented, completed and closed in a timely manner and within 
deadlines. 

Other duties include public-facing customer service, such as answering the telephones, greeting 
visitors, and responding to public inquiries and requests. 



Essential Functions 

The following tasks are intended only as illustrations of the various types of work performed. 
The omission of specific duties does not exclude them from the position. 

Budget Administration Duties 

• Oversee and participate in the development and administration of the public works 
department budget. 

• Perform accounts payable functions and duties for the department including QuickBooks 
and Bill.com. 

• Develop a forecast of funds needed for staffing, equipment, materials and supplies; 
facilitate approval of expenditures and budgetary adjustments as appropriate and 
necessary. 

• Serve as lead or backup to DIVVY reconciliation as assigned. 
• Scheduled and make arrangement for staff travel and training and handles 

reimbursements as needed.  

Project / Program Management Duties 

• Monitors activities of department projects and programs to ensure compliance with any 
government regulations that may apply. 

• Advises appropriate parties when time delays or overages are detected or anticipated. 
• Monitors progress of projects and prepares periodic reports for the department, as 

requested, to advise the Director, Deputy Director, Town Administrator, or Mayor and 
Town Council. 

• As needed, prepares materials for presentations to the town Staff, Town Council, 
community groups and organizations and special interest groups. 

• When requested or needed, conduct on-site field evaluations and assessments in order to 
ensure accurate project status updates are recorded and on budget. 

• Assists with coordinating other departmental staff or external parties as needed for 
projects and programs. 

• Special projects as assigned. 

Grant Administration Duties 

The incumbent will apply knowledge of funding sources and grant writing experience in a detail-
oriented and organized manner while effectively managing multiple concurrent projects and 
tasks. The goal is to ensure that rants are obtained and utilized in the most efficient manner and 
to the greatest benefit to the Town. 

• Manage and oversee all administrative aspects of departmental grant programs (or similar 
funding), including grant proposal submission, compliance, and reporting. 

• Ensure that all grants comply with regulations and incumbent will act as the point of 
contact between the Town and the grant providers. 

• Research and identify new grant opportunities. 



• Coordinate with departments to gather information necessary for grant proposals and/or
grant administration.

• Prepare financial or budget plans and allocation along with the planning and finance
department.

• Maintain records of all payments and receivables and prepare monthly reports for all
grant related activities

• Assist in auditing grant expenses and ensure compliance with regulations

Administrative, Public Information, and Customer Service Support 

• Serve as one of the first points of contact for residents, vendors, and external partners
through phone, email, and in-person interactions.

• Maintain and update the Town website and official social media accounts, ensuring
timely and accurate communication.

• Schedule and facilitate virtual public meetings (e.g., via Zoom), providing technical
support for hybrid formats and assisting with technology setup (usually for the
department).

• Support community outreach and event logistics, including planning and coordinating
events such as Cheverly Day and other Town and facility events.

• Assist with onboarding documentation.
• Provide general administrative support, including processing incoming and outgoing

mail, drafting communications, proof reading, purchasing supplies, and maintaining
office systems.

Public Utility Coordination 

Monitors the work of public utility companies permitting, scheduling, and infrastructure repair or 
replacement.  

• Oversee the utility permitting process, as well as planned utility work within the Town.
• Provides responsible staff assistance to the Assistant Director and/or Director; conducts a

variety of organizational and operational studies; recommends modifications to assigned
programs, policies, and procedures as appropriate.

• Responds to and resolves difficult and sensitive citizen inquiries and complaints
regarding utility work and other concerns.

• May represent the Assistant Director and/or Director in operational matters. Performs
related duties as required.

This position will be required to complete any and all other duties and tasks as assigned. This 
position is also designated an Essential Employee and can be required to report to work 
during inclement weather and emergency situations. 

Knowledge, Skills, and Abilities 

To perform this role effectively, the Public Works Administrator should possess the following 
knowledge, skills, and abilities: 

DRAFT



Knowledge of: 

• Administrative knowledge of operations, services, and activities assigned to public
works.

• Principles and practices of program development and administration.
• Principles and practices of contract administration.
• Principles and practices of grant proposals and administration.
• Principles and practices of construction project management and property management.
• Occupational hazards and standard safety practices.
• Consultant selection, contract negotiation, and management of consultant contracts.
• Principles and practices of budget preparation and administration.
• Principles and procedures of record keeping.
• Principles of business letter writing and advanced report preparation.
• Office procedures, methods, and equipment including computers and applicable software

applications.
• Pertinent federal, state, and local laws, codes, and regulations

Skills: 

• Strong written and verbal communication skills, essential for public documentation,
correspondence, and interacting with residents, officials, and external stakeholders.

• Organizational skills and a high level of attention to detail for managing documents,
preparing for meetings, and ensuring deadlines are met.

• Ability to independently manage multiple tasks, prioritize responsibilities, and adapt to
changing demands in a fast-paced municipal environment.

Abilities: 

• Ability to maintain confidentiality and exercise discretion when dealing with sensitive
information.

• Ability to coordinate and collaborate effectively with internal staff members,
management, departments, elected officials, and external partners.

• Ability to work independently while managing competing priorities, ensuring the smooth
operation of the Department of Public Works.

• Ability to perform administrative tasks such as managing office systems, drafting
communications, processing mail, and maintaining office supplies.

Education and Experience 

Education: Bachelor’s Degree (related degree preferred) 

Licensing: A valid Maryland Class C driver’s license is required. 

Experience: Experience working in a municipal or local government setting is strongly 
preferred. 



Physical Requirements 

This position involves primarily office-based work with frequent use of computers and standard 
office equipment. Tasks may require sitting, standing, walking, reaching, lifting up to 25 pounds 
regularly, and occasional bending. Vocal and auditory ability is essential for meetings and public 
engagement. Reasonable accommodations will be made for qualified individuals with disabilities 
to perform the essential functions of the position. 

This position is considered an Essential Employee and may be required to report to work 
during inclement weather and emergency situations. 
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Applicator Specialist  

Department: Public Works 

FLSA Status: Non-Exempt, Full-time with Full Benefits 

Reports to: Deputy Director, Public Works 

Grade: 10 NM, EIP – Essential Employee 

Salary range- $ 65,389 – 98,080 

 

General Definition of Work 

The Applicator Specialist is responsible for the safe and effective application of pesticides, 

herbicides, fertilizers, and other chemical treatments to public landscapes, parks, and 

infrastructure throughout the Town of Cheverly. This role also supports general maintenance 

duties as assigned by the Department of Public Works and ensures compliance with all 

applicable safety and environmental regulations. This position may also perform various other 

duties related to departmental functions such as refuse/recycling/yard waste collection, as well as 

all other duties as assigned. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 

modified based on organizational needs. 

• Mix and apply chemical treatments (e.g., herbicides, insecticides, fungicides, fertilizers) 

to landscaped areas, park spaces, and right-of-ways. 

• Identify invasive plants, pests, or diseases and recommend treatment plans. 

• Maintain accurate application records in accordance with state and federal regulations. 

• Operate and maintain application equipment such as backpack sprayers, boom sprayers, 

and spreaders. 

• Monitor treated areas and adjust chemical applications as needed. 



• Assist in general Public Works duties including landscaping, waste removal, snow 

removal, street maintenance, and special town events. 

• Follow all safety guidelines, use PPE appropriately, and ensure public and environmental 

safety during chemical applications. 

• Report equipment malfunctions or hazards to supervisors. 

• Participate in trainings and maintain required applicator licenses or certifications. 

 

Required Knowledge, Skills, and Abilities 

Knowledge: 

• Pesticide/Herbicide Use and Safety: 

o Comprehensive knowledge of chemical classifications, appropriate usage, dilution 

ratios, and integrated pest management (IPM) practices. 

o Knowledge of federal, state (Maryland Department of Agriculture), and local 

regulations governing pesticide application and environmental safety. 

o Understanding of Material Safety Data Sheets (MSDS/SDS), proper chemical 

labeling, and storage procedures. 

• Plant and Pest Identification: 

o Ability to identify local invasive species, harmful weeds, common turf diseases, 

and pest infestations. 

o Knowledge of plant care, turf management, and environmental conditions that 

influence treatment effectiveness. 

• Equipment Operation and Maintenance: 

o Familiarity with various application tools and machinery including backpack 

sprayers, tank sprayers, boom sprayers, granular spreaders, and calibration tools. 

o Basic mechanical knowledge for troubleshooting and routine maintenance of 

spray equipment and related tools. 

• Public Works Operations: 

o General understanding of municipal maintenance operations including road work, 

landscaping, snow removal, and waste collection. 

o Awareness of stormwater management and erosion control as related to chemical 

applications near waterways or sensitive areas. 

• Collaboration: 

o Work alongside other Public Works staff to ensure that all Public Works tasks are 

completed and vehicles and equipment are maintained and operated appropriately. 

o Follow safety procedures and work collaboratively with the team to maintain a 

safe working environment. 

• Teamwork and Adaptability: 

o Willingness to support cross-functional tasks and assist other Public Works 

divisions as needed. 

o Flexibility to different core work schedules, work on-call hours, weekends, or 

emergencies (e.g., snow events, storm cleanup). 

• Other Duties: 



o Assist in general public works maintenance tasks such as cleaning streets, parks, 

and public spaces, assisting with construction projects, or helping with the setup 

for special events. 

o Perform all other duties as assigned by the supervisor or Director of Public 

Works. 

 

Skills: 

• Technical Application Skills: 

o Accurate mixing, measuring, and applying of chemicals to specified areas using 

calibrated tools and safety procedures. 

o Proficiency in reading and interpreting chemical labels, work orders, treatment 

plans, and safety documentation. 

• Recordkeeping and Reporting: 

o Strong skills in maintaining detailed application logs, treatment schedules, and 

chemical inventory reports. 

o Ability to use basic computer software or mobile applications for compliance and 

documentation purposes. 

• Communication and Customer Service: 

o Ability to communicate clearly with supervisors, co-workers, and the public 

regarding treatments, safety, and area restrictions. 

o Courteous and professional demeanor when addressing residents' concerns or 

inquiries related to chemical applications. 

• Safety and Risk Awareness: 

o Ability to recognize hazardous conditions, respond to chemical spills, and follow 

emergency protocols. 

o Competence in using and maintaining personal protective equipment (PPE). 

 

Abilities: 

• Physical and Environmental Tolerance: 

o Ability to work in outdoor environments under varying weather conditions 

including extreme heat, cold, or precipitation. 

o Physical strength and endurance to lift, carry, and operate heavy equipment or 

containers (often 50+ lbs). 

• Problem-Solving and Judgment: 

o Sound judgment in adjusting application techniques based on site-specific 

conditions, weather, or observed risks. 

o The ability to identify and report environmental hazards or potential violations of 

safety protocols. 

Education and Experience 



•  High school diploma or GED or sufficient experience 

•  Valid Maryland driver’s license; CDL may be preferred or required. 

•  Maryland Pesticide Applicator Certification (or ability to obtain within a specified timeframe). 

•  Previous experience in landscaping, groundskeeping, or municipal maintenance preferred. 

•  Ability to lift 50+ pounds, work outdoors in varying weather conditions, and operate heavy or 

motorized equipment. 

 

Employee Signature ________________________ 

Date ________________________ 

  

Supervisor Signature ________________________ 

Date ________________________ 
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Assistant Mechanic  

Department: Public Works 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Mechanic II and/or Director, Public Works 

Grade: 10 NM, EIP – Essential Employee 

Salary range- $ 65,389 – 98,080 

 

General Definition of Work 

The Assistant Mechanic performs semi-skilled and skilled work assisting in the maintenance, 
repair, and troubleshooting of the Town of Cheverly’s fleet of vehicles and equipment, including 
refuse trucks, snowplows, light-duty vehicles, mowers, and other specialized public works 
machinery. The position supports the Mechanic by performing routine maintenance tasks, minor 
repairs, and inspections under direct supervision. The Assistant Mechanic is expected to follow 
established safety standards, assist in maintaining parts inventory, and ensure vehicles and 
equipment are safe and operational. Work is performed under the guidance of senior mechanics 
but may require independent action for basic repairs and maintenance. This position may also 
perform various other duties related to departmental functions such as refuse/recycling/yard 
waste collection, as well as all other duties as assigned. 

Essential Functions 

•   Routine Maintenance: 
o Assist in performing scheduled preventive maintenance, including oil changes, 

tire rotations, fluid checks, brake inspections, and battery replacements on a 
variety of vehicles and equipment. 

o Clean and maintain tools and equipment used in vehicle repair and maintenance. 
• Repairs and Diagnostics: 



o Assist in diagnosing mechanical problems, including engine issues, hydraulic 
failures, and electrical system malfunctions. 

o Perform minor repairs, including replacing worn-out parts, spark plugs, filters, 
and hoses. 

o Support the Mechanic in diagnosing more complex mechanical issues and 
performing major repairs. 

• Inspection and Documentation: 
o Perform visual inspections of vehicles and equipment to ensure compliance with 

safety standards and operational readiness. 
o Document work performed, including repairs, inspections, and parts used, for 

record-keeping and compliance purposes. 
• Parts and Supplies Management: 

o Assist with managing the inventory of parts and supplies, including ordering 
necessary items when directed. 

o Maintain cleanliness and organization of the maintenance area, ensuring tools and 
parts are properly stored. 

• Emergency Support: 
o Provide on-site support during emergencies, such as equipment breakdowns or 

vehicle malfunctions, by assisting in troubleshooting and performing repairs as 
needed. 

o Assist with emergency repairs during snow removal operations or other critical 
public works services. 

• Collaboration: 
o Work alongside other Public Works staff to ensure that all Public Works tasks are 

completed and vehicles and equipment are maintained and operated appropriately. 
o Follow safety procedures and work collaboratively with the team to maintain a 

safe working environment. 
• Teamwork and Adaptability: 

o Willingness to support cross-functional tasks and assist other Public Works 
divisions as needed. 

o Flexibility to different core work schedules, work on-call hours, weekends, or 
emergencies (e.g., snow events, storm cleanup). 

• Other Duties: 
o Assist in general public works maintenance tasks such as cleaning streets, parks, 

and public spaces, assisting with construction projects, or helping with the setup 
for special events. 

o Perform all other duties as assigned by the supervisor or Director of Public 
Works. 

 

Knowledge, Skills, and Abilities (KSAs): 

Knowledge: 



• Basic understanding of automotive and diesel engines, electrical systems, hydraulic 
systems, and other mechanical systems in vehicles and equipment. 

• Familiarity with safety procedures and regulations related to maintenance and repair 
work in public works settings. 

• Knowledge of hand and power tools used in vehicle repair and maintenance. 

Skills: 

• Basic mechanical skills, including ability to use diagnostic tools, wrenches, and other 
hand tools effectively. 

• Ability to follow instructions and procedures while assisting with repairs and 
maintenance tasks. 

• Good communication skills to assist senior mechanics and interact with other public 
works staff. 

 

Abilities: 

• Ability to work in physically demanding conditions, including lifting heavy parts and 
tools, working in confined spaces, and standing for long periods. 

• Ability to diagnose and troubleshoot basic mechanical problems under supervision. 
• Ability to maintain accurate records of maintenance tasks and repairs performed. 
• Ability to follow safety protocols and operate equipment in a safe manner. 

 

Minimum Qualifications: 

• Education: 
o High school diploma or GED required or sufficient experience. 
o Completion of basic technical training or coursework in automotive, diesel, or 

equipment mechanics is preferred. 
• Experience: 

o Minimum of 1–2 years of experience in vehicle or equipment maintenance or 
repair is preferred, but not required. 

o Previous experience in a public works or municipal setting is a plus. 
• Licenses and Certifications: 

o Valid Maryland Driver’s License is required. 
o A Class B Commercial Driver’s License (CDL) with air brake endorsement 

may be required within a specified period after hire, depending on job duties. 
• Other Requirements: 

o Must pass a pre-employment drug screening. 

 



Employee Signature ________________________ 

Date ________________________ 

  

Supervisor Signature ________________________ 

Date ________________________ 
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Equipment Operator/CDL Driver  

Department: Public Works 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Deputy Director, Public Works 

Grade: 10 NM, EIP – Essential Employee 

Salary range- $ 65,389 – 98,080 

 
 

General Definition of Work 

The Equipment Operator/CDL Driver operates a variety of heavy equipment and vehicles in the 
performance of public works maintenance and construction projects, including the operation of 
backhoes, bulldozers, dump trucks, snowplows, and other specialized vehicles. This position 
involves performing routine maintenance on equipment, transporting materials and waste, 
assisting with street and park maintenance, snow removal, and responding to emergency 
situations. The Equipment Operator/CDL Driver ensures that all vehicles and equipment are 
operated safely and in compliance with all local, state, and federal regulations. Work is typically 
performed outdoors in varying weather conditions. This position may also perform various other 
duties related to departmental functions such as refuse/recycling/yard waste collection, as well as 
all other duties as assigned. 

 

 

Essential Functions: 

• Equipment Operation: 



o Operate a variety of heavy and light equipment, including refuse trucks, backhoes, 
street sweepers, snowplows, dump trucks, and other specialized vehicles used in 
public works operations. 

o Perform tasks such as refuse collection, hauling materials, clearing roadways, and 
maintaining parks and streets. 

• Transportation: 
o Transport materials, waste, equipment, and other resources to various sites as 

needed. 
o Drive vehicles on routes and assigned destinations, ensuring safe transport of 

materials and maintaining compliance with traffic laws and regulations. 
o Perform pre-trip and post-trip inspections to ensure all equipment and vehicles are 

in safe, operational condition. 
• Snow Removal and Emergency Response: 

o Operate snowplows and other snow removal equipment during winter months to 
clear streets, parking lots, and public pathways. 

o Respond to emergencies such as accidents, fallen trees, or flooding by using 
heavy equipment to address the situation quickly and efficiently. 

• Routine Maintenance: 
o Perform routine maintenance and minor repairs on equipment, including checking 

fluid levels, cleaning equipment, and lubricating moving parts. 
o Report major mechanical issues to the appropriate maintenance personnel for 

repair. 
• Safety and Compliance: 

o Follow safety protocols and procedures when operating equipment and vehicles, 
ensuring compliance with all safety and environmental regulations. 

o Maintain proper records of vehicle maintenance, mileage, inspections, and any 
other documentation required by the department or regulatory agencies. 

• Collaboration: 
o Work alongside other Public Works staff to ensure that all Public Works tasks are 

completed and vehicles and equipment are maintained and operated appropriately. 
o Follow safety procedures and work collaboratively with the team to maintain a 

safe working environment. 
• Teamwork and Adaptability: 

o Willingness to support cross-functional tasks and assist other Public Works 
divisions as needed. 

o Flexibility to different core work schedules, work on-call hours, weekends, or 
emergencies (e.g., snow events, storm cleanup). 

• Other Duties: 
o Assist in general public works maintenance tasks such as cleaning streets, parks, 

and public spaces, assisting with construction projects, or helping with the setup 
for special events. 

o Perform all other duties as assigned by the supervisor or Director of Public 
Works. 

 



 

Knowledge, Skills, and Abilities (KSAs): 

Knowledge: 

• Heavy Equipment Operation: 
o Knowledge of safe and effective operation of a wide range of public works 

equipment, including backhoes, dump trucks, graders, snowplows, and other 
heavy machinery. 

• Maintenance Procedures: 
o Familiarity with routine maintenance and minor repairs of vehicles and 

equipment. 
• Safety Regulations: 

o Knowledge of OSHA regulations and safety procedures, including the safe 
handling of hazardous materials and proper lifting techniques. 

• Traffic Laws and Regulations: 
o Understanding of traffic laws, including regulations for CDL drivers and safe 

driving practices. 

Skills: 

• Equipment Operation: 
o Proficient in operating heavy equipment and vehicles with a focus on safety and 

efficiency. 
• Problem-Solving: 

o Strong ability to troubleshoot and identify issues with equipment or vehicles, 
performing minor repairs or reporting larger issues. 

• Communication: 
o Ability to communicate clearly and effectively with coworkers, supervisors, and 

the public, both verbally and in writing. 
• Attention to Detail: 

o Ability to complete pre-trip inspections, maintain accurate logs, and follow safety 
protocols diligently. 

Abilities: 

• Physical Stamina: 
o Ability to perform physically demanding tasks and work outdoors in varying 

weather conditions. 
• Time Management: 

o Ability to prioritize and manage tasks efficiently, especially in situations requiring 
emergency or time-sensitive responses (e.g., snow removal, traffic control). 

• Teamwork: 
o Ability to work collaboratively with other Public Works staff in a team 

environment. 



• Adaptability: 
o Ability to adapt to changing work conditions, such as emergency responses or 

different seasonal maintenance tasks (snow removal, landscaping, etc.). 

 

Minimum Qualifications: 

• Education: 
o High school diploma or GED required. 

• Experience: 
o At least 2 years of experience in operating heavy equipment or trucks, preferably 

in a public works or construction environment. 
o Experience in driving commercial vehicles and operating a variety of public 

works equipment is preferred. 
• Licenses and Certifications: 

o Valid Maryland Class B Commercial Driver’s License (CDL) with air brake 
endorsement is required. 

o OSHA 10-hour Construction Safety Training or similar safety training is 
preferred. 

o First Aid/CPR certification is a plus. 
• Other Requirements: 

o Must pass a background check and drug screening. 
o Must be able to work flexible hours, including evenings, weekends, and on-call 

for emergency responses, particularly during inclement weather conditions (e.g., 
snowstorms, flooding). 

 

 

Employee Signature ________________________ 
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General Foreman  

Department: Public Works 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Deputy Director, Public Works 

Grade: 10 NM, EIP – Essential Employee 

Salary range- $ 65,389 – 98,080 

 

General Definition of Work 

The General Foreman plays a key leadership role in the Town of Cheverly’s Public Works 
Department, overseeing daily field operations across multiple service areas including streets, 
sanitation, parks, facilities, stormwater systems, and fleet maintenance. The General Foreman 
plans, organizes, assigns, and monitors work for multiple crews to ensure services are delivered 
efficiently and safely. The position serves as the primary liaison between the Deputy Director 
and field personnel and is responsible for enforcing safety standards, supervising maintenance 
and repair activities, and ensuring work is completed in compliance with local and regulatory 
standards. This position may also perform various other duties related to departmental functions 
such as refuse/recycling/yard waste collection, as well as all other duties as assigned. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

•  Supervise, coordinate, and monitor the work of multiple crews involved in sanitation, street 
maintenance, snow removal, tree and landscape maintenance, stormwater systems, and other 
municipal services. 

•  Assign daily work orders and projects to staff and monitor their progress; adjust priorities as 
needed based on weather, emergencies, or special events. 



•  Ensure all work is performed in accordance with applicable safety regulations and Town 
policies. 

•  Train employees on equipment operation, safety procedures, and proper work practices; 
enforce the use of personal protective equipment (PPE). 

•  Perform regular inspections of work sites, equipment, and completed projects for quality 
control. 

•  Maintain inventory of tools, supplies, and materials; coordinate orders with the Deputy 
Director. 

•  Assist in scheduling equipment maintenance and repairs; report mechanical issues to the 
appropriate personnel. 

•  Respond to emergency situations including inclement weather, fallen trees, water/sewer issues, 
or other service interruptions. 

•  Serve as the on-site supervisor during town-wide events or emergencies, and ensure proper 
staffing coverage. 

•  Maintain accurate records of crew activities, time sheets, vehicle usage, and materials used. 

•  Address public complaints or concerns courteously and ensure timely resolution or escalation. 

•  Support the Deputy Director of Public Works with planning, budgeting, and capital project 
coordination as needed. 

• Collaboration: 
o Work alongside other Public Works staff to ensure that all Public Works tasks are 

completed and vehicles and equipment are maintained and operated appropriately. 
o Follow safety procedures and work collaboratively with the team to maintain a 

safe working environment. 
• Teamwork and Adaptability: 

o Willingness to support cross-functional tasks and assist other Public Works 
divisions as needed. 

o Flexibility to different core work schedules, work on-call hours, weekends, or 
emergencies (e.g., snow events, storm cleanup). 

• Other Duties: 
o Assist in general public works maintenance tasks such as cleaning streets, parks, 

and public spaces, assisting with construction projects, or helping with the setup 
for special events. 

o Perform all other duties as assigned by the supervisor or Director of Public 
Works. 

 



 

Required Knowledge, Skills, and Abilities 

Knowledge: 

• Extensive knowledge of municipal public works operations including sanitation, streets, 
parks, stormwater, and fleet services. 

• Understanding of construction, repair, and maintenance practices and materials used in 
public infrastructure. 

• Knowledge of OSHA safety regulations, Maryland DOT guidelines, and environmental 
compliance standards. 

• Familiarity with maintenance and operation of light and heavy-duty public works 
equipment and vehicles. 

 

Skills: 

• Strong leadership and supervisory skills to effectively direct a diverse crew and foster a 
productive work environment. 

• Excellent organizational skills to manage competing priorities, work schedules, and 
emergency responses. 

• Skilled in reading and interpreting maps, blueprints, work orders, and equipment 
manuals. 

• Proficient in completing and reviewing operational reports, maintenance logs, and other 
documentation. 

• Effective verbal and written communication skills for interacting with staff, town 
officials, and the public. 

Abilities: 

• Ability to plan, prioritize, and delegate tasks under tight timelines and changing 
conditions. 

• Ability to motivate and coach staff to maintain high performance and safety standards. 
• Ability to work in physically demanding environments and participate in hands-on work 

when required. 
• Ability to analyze work site hazards and take immediate corrective action. 
• Ability to work flexible hours including early mornings, evenings, weekends, and during 

emergencies. 

 

Education and Experience 



• Education: 
High school diploma or GED required or sufficient experience. Technical training or 
coursework in public works, construction, or maintenance operations is preferred. 

• Experience: 
At least 5 years of experience in public works, construction, or a related field, with 2 or 
more years in a supervisory or lead role preferred. 

• Licenses/Certifications: 
o Valid Maryland Drivers License 
o Possession of (or ability to obtain) certification in OSHA 10/30-Hour Safety 

Training, First Aid/CPR, and Flagger/Work Zone Safety. 
o Additional certification in pesticide application, stormwater management, or 

confined space entry is a plus. 
• Other Requirements: 

o Must pass a background check and pre-employment drug screening. 
o Must be able to respond to after-hours emergencies within a reasonable response 

time. 
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Laborer I, II, or III  

Department: Public Works 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Deputy Director, Public Works 

Grade: 3,5,7 NM, EIP – Essential Employee 

Salary range- $ 55,009 – 91,078 

 

General Definition of Work 

The Public Works Laborer performs a variety of manual labor and maintenance tasks in 
support of the Town of Cheverly’s public infrastructure and services. Duties include street and 
sidewalk repair, trash and recycling collection, snow and leaf removal, park and facility 
maintenance, and other public works-related activities. Work is performed outdoors in all 
weather conditions and may involve operating tools, vehicles, and light equipment. The position 
requires physical stamina, reliability, and the ability to work effectively as part of a team under 
general supervision. This position may also perform various other duties related to departmental 
functions such as refuse/recycling/yard waste collection, as well as all other duties as assigned. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

•  Solid Waste and Recycling Collection 

• Collect and dispose of household trash, recycling, yard waste, and bulk items along 
assigned routes. 

• Operate or assist with the operation of collection vehicles and equipment. 

•  Street and Sidewalk Maintenance 



• Repair potholes, sidewalks, curbs, and signage as directed. 
• Set up traffic control and safety signage around work areas. 

•  Grounds and Parks Maintenance 

• Mow grass, trim trees, remove litter, and maintain public parks, medians, and town 
facilities. 

• Perform seasonal landscaping and beautification tasks. 

•  Snow and Ice Removal 

• Shovel sidewalks and apply salt or sand to roads and walkways during winter weather. 
• Operate snow blowers and plow trucks as needed. 

•  Leaf and Yard Waste Collection 

• Assist with seasonal leaf collection using vacuum trucks or manual tools. 
• Collect bagged leaves, branches, and other yard debris. 

•  Facility and Equipment Maintenance 

• Perform basic maintenance and cleaning of public works buildings, restrooms, and tools. 
• Inspect and report equipment needs or safety concerns to supervisors. 

•  Special Event and Emergency Support 

• Set up and tear down for town events and community programs. 
• Respond to emergency calls outside normal work hours for storms, road hazards, or other 

urgent public works needs. 

•  Teamwork and Safety Compliance 

• Follow safety protocols and wear appropriate protective equipment. 
• Work cooperatively with crew members and supervisors to complete daily assignments. 

 

• Collaboration: 
o Work alongside other Public Works staff to ensure that all Public Works tasks are 

completed and vehicles and equipment are maintained and operated appropriately. 
o Follow safety procedures and work collaboratively with the team to maintain a 

safe working environment. 
• Teamwork and Adaptability: 

o Willingness to support cross-functional tasks and assist other Public Works 
divisions as needed. 



o Flexibility to different core work schedules, work on-call hours, weekends, or 
emergencies (e.g., snow events, storm cleanup). 

• Other Duties: 
o Assist in general public works maintenance tasks such as cleaning streets, parks, 

and public spaces, assisting with construction projects, or helping with the setup 
for special events. 

o Perform all other duties as assigned by the supervisor or Director of Public 
Works. 

Required Knowledge, Skills, and Abilities 

Knowledge: 

• Basic knowledge of tools, equipment, and materials used in street, park, and building 
maintenance 

• General understanding of safe work practices, especially when working around traffic, 
machinery, and hazardous materials 

• Familiarity with procedures related to trash collection, landscaping, snow removal, and 
facility upkeep (preferred but can be learned on the job) 

Skills: 

• Ability to safely operate basic hand and power tools (e.g., shovels, rakes, mowers, 
blowers, trimmers) 

• Skill in performing physically demanding tasks such as lifting, digging, or standing for 
extended periods 

• Effective teamwork and communication skills to follow instructions and coordinate with 
other crew members 

• Basic mechanical aptitude for minor equipment maintenance or troubleshooting 

Abilities: 

• Ability to perform heavy manual labor outdoors in all weather conditions 
• Ability to follow written and oral instructions, including safety directions and task 

assignments 
• Ability to work cooperatively and respectfully with coworkers, supervisors, and the 

public 
• Ability to maintain a reliable work schedule, including availability for overtime, 

emergency calls, or weekend shifts when needed 
• Ability to learn and apply town policies, procedures, and standards for public works 

operations 

 

Education and Experience 



•  High school diploma or GED required or sufficient experience. 
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Public Works Maintenance Supervisor  

Department: Public Works 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Deputy Director, Public Works 

Grade: 15 NM, EIP – Essential Employee 

Salary range- $ 73,982 – 110,970 

 

General Definition of Work 

The Maintenance Supervisor is responsible for overseeing the daily operations of the Public 
Works Department’s maintenance activities, including facility upkeep, infrastructure repairs, and 
grounds maintenance. This role involves supervising a team of maintenance workers, planning 
and scheduling work, coordinating maintenance projects, and ensuring all operations are 
completed efficiently, safely, and within regulatory requirements. The Maintenance Supervisor 
also works closely with other departments and staff to ensure that public facilities and 
infrastructure are maintained to the highest standards, contributing to the overall functionality 
and appearance of the Town of Cheverly. The Pubic Works Maintenance Supervisor may serve 
in an acting capacity for the Deputy Director in their absence. This position may also perform 
various other duties related to departmental functions such as refuse/recycling/yard waste 
collection, as well as all other duties as assigned. 

 

 

Essential Functions: 

• Supervision of Maintenance Team: 



o Direct, supervise, and evaluate a team of maintenance workers and laborers 
responsible for maintaining Town-owned buildings, streets, parks, and other 
public infrastructure. 

o Plan, prioritize, and assign work based on project deadlines, urgent needs, and 
available resources. 

o Conduct regular performance evaluations and provide feedback to improve skills 
and productivity. 

• Facility and Infrastructure Maintenance: 
o Oversee the maintenance and repair of public facilities, including Town buildings, 

restrooms, parks, playgrounds, and street furniture. 
o Ensure the upkeep of streets, sidewalks, storm drains, and other public 

infrastructure by scheduling and managing repair or replacement projects. 
o Monitor and ensure the proper functioning of HVAC, plumbing, electrical 

systems, and other essential equipment. 
• Project Coordination: 

o Plan and manage ongoing maintenance projects, including routine upkeep and 
special improvement initiatives. 

o Coordinate with contractors or external service providers for specialized repairs or 
larger-scale projects, ensuring work is completed on time and within budget. 

o Ensure work sites are properly prepared, and safety guidelines are followed. 
• Safety and Compliance: 

o Enforce safety protocols and ensure staff are trained in proper maintenance 
procedures and safety standards. 

o Monitor work to ensure compliance with all relevant health, safety, and 
environmental regulations. 

o Conduct safety inspections and address any hazardous conditions immediately. 
• Budget and Inventory Management: 

o Assist in preparing and managing the annual maintenance budget, ensuring 
expenditures are tracked and controlled. 

o Maintain an inventory of tools, equipment, and materials required for 
maintenance operations, ensuring adequate supplies are available. 

o Order materials and equipment needed for maintenance work, and track inventory 
to prevent shortages or excess. 

• Maintenance Scheduling and Recordkeeping: 
o Develop and implement maintenance schedules to ensure all facilities and 

equipment are maintained on a regular basis. 
o Maintain accurate records of work performed, inventory used, and project status. 
o Generate reports for the Public Works Director, including performance metrics, 

budget tracking, and work completion. 
• Customer Service and Public Interaction: 

o Respond to inquiries or service requests from residents or other departments 
regarding facility or infrastructure issues. 

o Resolve maintenance-related issues in a timely and professional manner, 
maintaining positive relationships with residents and staff. 

• Collaboration: 



o Work alongside other Public Works staff to ensure that all Public Works tasks are 
completed and vehicles and equipment are maintained and operated appropriately. 

o Follow safety procedures and work collaboratively with the team to maintain a 
safe working environment. 

• Teamwork and Adaptability: 
o Willingness to support cross-functional tasks and assist other Public Works 

divisions as needed. 
o Flexibility to different core work schedules, work on-call hours, weekends, or 

emergencies (e.g., snow events, storm cleanup). 
• Other Duties: 

o Assist in general public works maintenance tasks such as cleaning streets, parks, 
and public spaces, assisting with construction projects, or helping with the setup 
for special events. 

o Perform all other duties as assigned by the supervisor or Director of Public 
Works. 

 

Knowledge, Skills, and Abilities (KSAs): 

Knowledge: 

• Maintenance and Repair Practices: 
o Strong knowledge of building maintenance, mechanical systems, plumbing, 

electrical, and HVAC systems, as well as groundskeeping. 
o Knowledge of the maintenance and repair of municipal infrastructure, such as 

roads, sidewalks, storm drains, and public amenities. 
• Safety Regulations and Best Practices: 

o Familiarity with OSHA regulations, safety standards, and environmental 
guidelines related to public works and maintenance operations. 

o Knowledge of hazard identification and risk assessment procedures. 
• Supervisory and Organizational Practices: 

o Understanding of effective supervision, including how to evaluate performance, 
assign work, and manage team dynamics. 

o Knowledge of project management principles, budgeting, and resource allocation. 

Skills: 

• Leadership and Team Management: 
o Strong leadership skills to motivate, supervise, and develop maintenance staff. 
o Excellent problem-solving skills and the ability to resolve operational issues 

effectively. 
• Communication: 

o Effective oral and written communication skills, capable of interacting with 
residents, staff, and contractors in a professional manner. 

o Ability to write reports and maintain accurate records. 



• Technical Skills: 
o Proficiency in the use of maintenance tools and equipment. 
o Competence in using computer systems for scheduling, inventory management, 

and reporting. 
• Budgeting and Financial Management: 

o Skilled in managing budgets, tracking expenses, and procuring materials while 
staying within financial constraints. 

Abilities: 

• Project and Time Management: 
o Ability to plan, prioritize, and complete multiple tasks within tight deadlines. 
o Capacity to handle large-scale projects and day-to-day maintenance needs 

simultaneously. 
• Physical Stamina: 

o Ability to lift and move heavy equipment or materials when needed and work in a 
variety of weather conditions. 

• Problem Solving and Decision Making: 
o Strong analytical skills to assess situations and determine the best course of action 

to resolve issues efficiently. 

 

 

Minimum Qualifications: 

• Education: 
o High school diploma or GED required. 
o Completion of formal training in construction, maintenance, or a related field is 

preferred. 
• Experience: 

o At least 5 years of experience in maintenance or public works, with 2 or more 
years in a supervisory role. 

o Experience in managing and coordinating multiple maintenance functions, 
including facilities, infrastructure, and grounds maintenance. 

• Licenses and Certifications: 
o Valid Maryland Driver’s License required. 
o Certification in safety management (e.g., OSHA) or similar is preferred. 
o A Certified Maintenance Manager (CMM) certification is a plus. 

• Other Requirements: 
o Must pass a background check and pre-employment drug screening. 
o Ability to work flexible hours, including weekends, evenings, and during 

emergencies or weather events. 
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Mechanic II 

Department: Public Works 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Director, Public Works 

Grade: 18 NM, EIP – Essential Employee 

Salary range- $ 79,670 – 119,503 

 

General Definition of Work 

The Mechanic is responsible for the maintenance, repair, and troubleshooting of the Town of 
Cheverly’s fleet of vehicles and heavy equipment, including refuse trucks, snowplows, light-duty 
vehicles, and specialized public works machinery. The Mechanic ensures all fleet vehicles and 
equipment are operational, safe, and meet regulatory standards. This role requires diagnosing 
mechanical failures, performing preventative maintenance, conducting safety inspections, and 
ensuring compliance with relevant state and federal regulations. The Mechanic is also involved 
in emergency repairs and provides technical support for field operations as necessary. The 
Mechanic II may serve in an acting capacity for the Deputy Director in their absence. This 
position may also perform various other duties related to departmental functions such as 
refuse/recycling/yard waste collection, as well as all other duties as assigned. 

 

 

Essential Functions 

•  Preventative Maintenance & Repairs: 

• Perform routine inspections, diagnostics, and preventative maintenance (oil changes, tire 
rotations, brake inspections) on a variety of municipal vehicles and heavy equipment. 



• Troubleshoot, diagnose, and repair mechanical issues related to engine performance, 
electrical systems, hydraulic systems, air brakes, and fuel systems. 

• Maintain service records for all vehicles and equipment, tracking repairs, inspections, and 
maintenance schedules. 

 

•  Fleet Management: 

• Ensure that all vehicles and equipment are in safe working condition and meet the 
necessary operational standards. 

• Assist in maintaining an inventory of parts, tools, and supplies needed for fleet 
maintenance and repair. 

• Work with the Public Works Director, Deputy Director, Assistant Mechanic, or other 
colleagues to coordinate the purchase of parts and supplies. 

•  Emergency and On-Site Repairs: 

• Provide emergency repair services for vehicles and equipment, particularly during snow 
removal operations, emergencies, or field operations. 

• Respond to breakdowns in the field by diagnosing and performing immediate repairs or 
coordinating towing and transport to the shop. 

•  Safety and Compliance: 

• Follow all safety regulations and procedures, including the use of personal protective 
equipment (PPE) and safe work practices. 

• Ensure that all repairs and maintenance comply with local, state, and federal regulations, 
including DOT inspections and emissions standards. 

• Conduct safety inspections and participate in periodic fleet safety audits. 

•  Collaboration and Support: 

• Collaborate with other Public Works staff to ensure that vehicles and equipment are 
ready for special events, emergencies, or seasonal work. 

• Assist in training public works staff on basic vehicle and equipment maintenance 
procedures. 

•  Documentation and Reporting: 

• Complete accurate and timely documentation for all maintenance, repairs, and 
inspections. 

• Maintain detailed work orders and repair logs for audit and compliance purposes. 

 



• Collaboration: 
o Work alongside other Public Works staff to ensure that all Public Works tasks are 

completed and vehicles and equipment are maintained and operated appropriately. 
o Follow safety procedures and work collaboratively with the team to maintain a 

safe working environment. 
• Teamwork and Adaptability: 

o Willingness to support cross-functional tasks and assist other Public Works 
divisions as needed. 

o Flexibility to different core work schedules, work on-call hours, weekends, or 
emergencies (e.g., snow events, storm cleanup). 

• Other Duties: 
o Assist in general public works maintenance tasks such as cleaning streets, parks, 

and public spaces, assisting with construction projects, or helping with the setup 
for special events. 

o Perform all other duties as assigned by the supervisor or Director of Public 
Works. 

 

 

Required Knowledge, Skills, and Abilities 

Knowledge: 

• Mechanical Systems: 
o Comprehensive knowledge of the principles and practices of vehicle and 

equipment maintenance and repair, including diesel engines, hydraulic systems, 
air brake systems, and electrical systems. 

o Knowledge of the operation and repair of various types of municipal equipment, 
including refuse trucks, snowplows, mowers, and utility vehicles. 

• Safety and Regulations: 
o Familiarity with safety standards, including OSHA regulations, DOT standards, 

and industry best practices for maintenance and repair work. 
o Knowledge of environmental and emissions regulations related to vehicle 

maintenance. 
• Diagnostic Tools: 

o Understanding of the use of diagnostic tools, such as scan tools, pressure gauges, 
and voltmeters, to troubleshoot mechanical issues. 

Skills: 

• Mechanical Skills: 
o Proficiency in using hand tools, power tools, diagnostic equipment, and heavy 

machinery to diagnose and repair mechanical issues. 
o Skilled in welding, electrical wiring, and other specialized repairs as necessary. 



• Problem-Solving: 
o Strong troubleshooting skills to quickly diagnose and resolve mechanical 

problems with vehicles and equipment. 
• Recordkeeping: 

o Strong organizational skills with the ability to maintain accurate maintenance 
logs, service records, and inventory lists. 

• Communication: 
o Ability to communicate effectively with supervisors, co-workers, and other 

departments regarding the status of vehicles and equipment. 

Abilities: 

• Attention to Detail: 
o Ability to follow detailed maintenance instructions and service manuals, ensuring 

that repairs meet all safety and quality standards. 
• Physical Stamina: 

o Ability to lift heavy objects, work in cramped spaces, and perform physically 
demanding tasks for extended periods. 

• Teamwork: 
o Ability to work collaboratively with other Public Works staff, especially during 

emergency repairs or in support of scheduled work. 
• Time Management: 

o Ability to prioritize work effectively and meet deadlines, especially in high-
pressure or emergency situations. 

 

Education and Experience 

• Education: 
o High school diploma or GED required. 
o Completion of a formal apprenticeship program or technical training in 

automotive or diesel mechanics is preferred. 
• Experience: 

o Minimum of 7 years of experience in vehicle and heavy equipment maintenance, 
including experience with diesel engines, hydraulic systems, air brakes, and 
electrical systems. 

o Experience working with municipal or fleet vehicles is preferred. 
• Licenses and Certifications: 

o Valid Maryland Class B Commercial Driver’s License (CDL) with air brake 
endorsement is required, or the ability to obtain within 6 months of hire. 

o ASE Certification in Diesel or Automotive Repair is preferred. 
o Ability to obtain and maintain any necessary certifications, including OSHA or 

equipment-specific training. 
• Other Requirements: 

o Must pass a pre-employment drug screening. 



o Ability to work flexible hours, including evenings, weekends, or on-call for 
emergency repairs during snowstorms or other critical incidents. 
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Custodian (Part-time) 

Department: Public Works 
FLSA Status: Non-Exempt, Part-time 
Reports to: Senior Building Custodian 

Grade: 4 NM, EIP – Essential Employee 

Salary range- $ 56,384 – 86,689 (pro-rated for hours worked) 

 

General Definition of Work 

The Part-Time Custodian is responsible for performing routine custodial duties to maintain the 
cleanliness and orderliness of Town facilities. This position involves general cleaning of public 
buildings, offices, restrooms, hallways, and other areas to ensure that the facilities are sanitary, 
safe, and presentable. The Part-Time Custodian works under the direction of the Senior 
Custodian, performing a variety of cleaning and light maintenance tasks during the hours 
assigned. This is a part-time position requiring flexibility and attention to detail. 

 

Essential Functions: 

• Custodial Duties: 
o Clean and sanitize restrooms, offices, common areas, and entryways, including 

sinks, toilets, countertops, and floors. 
o Sweep, mop, scrub, vacuum, and polish floors and carpets as needed. 
o Dust and wipe down furniture, window ledges, baseboards, and other surfaces. 
o Empty trash bins and replace liners; sort recyclable materials and ensure proper 

disposal. 
o Clean windows, mirrors, and glass surfaces, ensuring they are streak-free. 
o Ensure that cleaning supplies and materials are well-stocked and report shortages 

to the supervisor. 



• Maintenance and Facility Care: 
o Perform light maintenance duties, including changing light bulbs, refilling soap 

dispensers, and checking the condition of cleaning equipment. 
o Report any maintenance or facility issues, such as plumbing problems or broken 

equipment, to the Public Works Supervisor for further action. 
o Assist with moving furniture or setting up rooms for meetings or special events as 

requested. 
• Safety and Compliance: 

o Follow all safety protocols and procedures while handling cleaning chemicals and 
equipment. 

o Ensure all custodial equipment is cleaned and maintained in good working 
condition. 

o Maintain safety and cleanliness standards to ensure a safe working environment 
for staff and visitors. 

• Event Staffing and Coordination: 
o Duties may include staffing events both setting up, cleaning, breaking down, and 

providing customer service and/or other roles as assigned during Town events. 
• Communication: 

o Work effectively with other custodial and maintenance staff to ensure cleanliness 
standards are met. 

o Communicate with the Public Works Supervisor or Facility Manager about daily 
tasks, work progress, or any issues encountered during the workday. 

o Respond to special requests or emergency cleaning tasks as needed. 
• Collaboration: 

o Work alongside other Public Works staff to ensure that all Public Works tasks are 
completed and vehicles and equipment are maintained and operated appropriately. 

o Follow safety procedures and work collaboratively with the team to maintain a 
safe working environment. 

• Teamwork and Adaptability: 
o Willingness to support cross-functional tasks and assist other Public Works 

divisions as needed. 
o Flexibility to different core work schedules, work on-call hours, weekends, or 

emergencies (e.g., snow events, storm cleanup). 
• Other Duties: 

o Assist in the helping with the setup, staffing, cleaning for special events. 
o Perform all other duties as assigned by the supervisor or Director of Public 

Works. 

 

Knowledge, Skills, and Abilities (KSAs): 

Knowledge: 

• Custodial Practices: 
o Familiarity with cleaning techniques and procedures for public buildings. 



o Knowledge of cleaning chemicals, materials, and equipment used in custodial 
tasks. 

• Safety Protocols: 
o Understanding of safety protocols when handling cleaning agents and maintaining 

a clean working environment. 

Skills: 

• Cleaning Skills: 
o Proficiency in using cleaning tools and equipment, such as vacuums, mops, and 

floor scrubbers. 
• Attention to Detail: 

o Ability to ensure all areas are thoroughly cleaned, well-organized, and 
presentable. 

• Time Management: 
o Ability to efficiently manage time and prioritize tasks to ensure all cleaning 

responsibilities are completed in a timely manner. 

Abilities: 

• Physical Stamina: 
o Ability to perform physically demanding tasks, including bending, lifting, and 

standing for extended periods. 
• Communication: 

o Ability to communicate effectively with supervisors and other team members. 
• Adaptability: 

o Ability to adapt to varying work schedules and adjust priorities based on 
department needs. 

 

Minimum Qualifications: 

• Education: 
o High school diploma or GED preferred but not required. 

• Experience: 
o No prior experience required; however, experience in custodial or cleaning work 

is preferred. 
• Licenses and Certifications: 

o Valid driver’s license required if duties include transportation of cleaning 
supplies or equipment. 

o OSHA or other safety training certifications are a plus but not required. 
• Other Requirements: 

o Must pass a background check and drug screening. 
o Ability to work flexible hours, including evenings, weekends, and during special 

events or emergencies. 



o Must be reliable and punctual. 
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Sanitation Supervisor  

Department: Public Works 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Director and/or Deputy Director, Public Works 

Grade: 15 NM, EIP – Essential Employee 

Salary range- $ 73,982 – 110,970 

 

General Definition of Work 

The Sanitation Supervisor is responsible for planning, coordinating, and supervising the daily 
operations of the Town of Cheverly’s sanitation services, including solid waste collection, 
recycling, yard debris, and special refuse pickups. This role ensures that sanitation services are 
delivered safely, efficiently, and in compliance with all municipal and environmental regulations. 
The Sanitation Supervisor leads and evaluates sanitation crews, manages routing and scheduling, 
responds to public service requests, and maintains operational standards in collaboration with the 
Public Works Deputy Director. The Sanitation Supervisor may serve in an acting capacity for the 
Deputy Director in their absence. This position may also perform various other duties related to 
departmental functions such as refuse/recycling/yard waste collection, as well as all other duties 
as assigned. 

Essential Functions 

The following tasks are intended as examples of the types of duties assigned. Duties may be 
modified based on organizational needs. 

• Supervise Daily Sanitation Operations: 
o Plan, assign, and oversee daily routes and tasks for refuse, recycling, yard waste, 

and bulk item collection crews. 
o Monitor progress to ensure timely and complete collection service across all areas 

of the Town. 



• Staff Management and Training: 
o Provide direct supervision to sanitation personnel, including training, performance 

evaluations, scheduling, and discipline. 
o Ensure all staff follow safety protocols and operate equipment properly. 

• Routing and Efficiency Planning: 
o Develop and maintain efficient collection routes using mapping and scheduling 

tools. 
o Adjust routes as needed due to weather, holidays, emergencies, or staffing 

shortages. 
• Equipment Oversight: 

o Inspect sanitation trucks and equipment to ensure readiness and compliance with 
maintenance schedules. 

o Coordinate repairs and preventive maintenance with mechanics or fleet managers. 
• Customer Service and Public Interaction: 

o Respond promptly and professionally to resident inquiries, complaints, and 
special service requests. 

o Work with Town Hall or administrative staff to resolve service-related issues. 
• Compliance and Safety: 

o Ensure all operations comply with local, state, and federal regulations related to 
waste disposal and environmental standards. 

o Enforce safety rules and investigate accidents or safety incidents within the 
sanitation division. 

• Recordkeeping and Reporting: 
o Maintain records of routes, equipment usage, fuel consumption, tonnage reports, 

and incidents. 
o Submit routine operational and performance reports to the Public Works Director. 

• Coordination with Other Divisions: 
o Collaborate with other Public Works units (e.g., streets, parks) during special 

events, weather emergencies, or large-scale projects. 
o Participate in emergency response operations including snow removal or storm 

cleanup as needed. 
• Inventory and Supplies Management: 

o Track inventory of sanitation-related supplies (e.g., bins, bags, fuel) and submit 
requests for replenishment. 

• Collaboration: 
o Work alongside other Public Works staff to ensure that all Public Works tasks are 

completed and vehicles and equipment are maintained and operated appropriately. 
o Follow safety procedures and work collaboratively with the team to maintain a 

safe working environment. 
• Teamwork and Adaptability: 

o Willingness to support cross-functional tasks and assist other Public Works 
divisions as needed. 

o Flexibility to different core work schedules, work on-call hours, weekends, or 
emergencies (e.g., snow events, storm cleanup). 

• Other Duties: 



o Assist in general public works maintenance tasks such as cleaning streets, parks, 
and public spaces, assisting with construction projects, or helping with the setup 
for special events. 

o Perform all other duties as assigned by the supervisor or Director of Public 
Works. 

 

Required Knowledge, Skills, and Abilities 

• Supervise Daily Sanitation Operations: 
o Plan, assign, and oversee daily routes and tasks for refuse, recycling, yard waste, 

and bulk item collection crews. 
o Monitor progress to ensure timely and complete collection service across all areas 

of the Town. 
• Staff Management and Training: 

o Provide direct supervision to sanitation personnel, including training, performance 
evaluations, scheduling, and discipline. 

o Ensure all staff follow safety protocols and operate equipment properly. 
• Routing and Efficiency Planning: 

o Develop and maintain efficient collection routes using mapping and scheduling 
tools. 

o Adjust routes as needed due to weather, holidays, emergencies, or staffing 
shortages. 

• Equipment Oversight: 
o Inspect sanitation trucks and equipment to ensure readiness and compliance with 

maintenance schedules. 
o Coordinate repairs and preventive maintenance with mechanics or fleet managers. 

• Customer Service and Public Interaction: 
o Respond promptly and professionally to resident inquiries, complaints, and 

special service requests. 
o Work with Town Hall or administrative staff to resolve service-related issues. 

• Compliance and Safety: 
o Ensure all operations comply with local, state, and federal regulations related to 

waste disposal and environmental standards. 
o Enforce safety rules and investigate accidents or safety incidents within the 

sanitation division. 
• Recordkeeping and Reporting: 

o Maintain records of routes, equipment usage, fuel consumption, tonnage reports, 
and incidents. 

o Submit routine operational and performance reports to the Public Works Director. 
• Coordination with Other Divisions: 

o Collaborate with other Public Works units (e.g., streets, parks) during special 
events, weather emergencies, or large-scale projects. 

o Participate in emergency response operations including snow removal or storm 
cleanup as needed. 



• Inventory and Supplies Management: 
o Track inventory of sanitation-related supplies (e.g., bins, bags, fuel) and submit 

requests for replenishment. 

 

Education and Experience 

• Education: 
o High school diploma or GED required or sufficient experience. 
o Additional coursework or certification in public works, environmental services, 

fleet management, or a related field is preferred. 
• Experience: 

o Minimum of 5 years of progressively responsible experience in sanitation, solid 
waste collection, or public works operations. 

o At least 1–2 years of supervisory or lead-worker experience overseeing crews, 
schedules, or daily field operations. 

• Licenses and Certifications: 
o Valid Maryland Class B Commercial Driver’s License (CDL) with air brake 

endorsement required (or the ability to obtain within 6 months of hire). 
o Possession of or ability to obtain OSHA safety certification(s) or other relevant 

training (e.g., flagger certification, confined space awareness). 
o DOT Medical Card (required for CDL holders). 

• Other Requirements: 
o Must pass a pre-employment drug screening. 
o Availability to work flexible hours, including early mornings, evenings, 

weekends, holidays, and during emergency call-outs (e.g., weather events). 
o Physical ability to work in outdoor conditions and assist with field tasks when 

needed. 
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Senior Building Custodian  

Department: Public Works 
FLSA Status: Non-Exempt, Full-time with Full Benefits 
Reports to: Deputy Director, Public Works 

Grade: 7 NM, EIP – Essential Employee 

Salary range- $ 60,720 – 91,078 

 

General Definition of Work 

The Senior Building Custodian is responsible for performing a wide range of custodial and 
maintenance tasks to ensure that Town facilities, including municipal buildings, offices, 
restrooms, and common areas, are clean, well-maintained, and operational. This position requires 
a high level of responsibility for maintaining the cleanliness and functionality of public 
buildings, ensuring that all facilities are safe, sanitary, and conducive to daily operations. The 
Senior Building Custodian may oversee the work of other custodians, assisting with training, 
scheduling, and inspecting work quality. 

 

Essential Functions: 

• Custodial Duties: 
o Clean and sanitize restrooms, offices, hallways, entryways, windows, and 

common areas to ensure they meet hygiene and cleanliness standards. 
o Sweep, mop, scrub, vacuum, and polish floors and carpets. 
o Dust and wipe down furniture, walls, light fixtures, vents, and other surfaces. 
o Empty trash receptacles, recycle materials, and ensure the proper disposal of 

waste. 
o Clean windows and glass surfaces, ensuring they are streak-free and presentable. 

• Maintenance and Facility Care: 



o Perform minor maintenance and repair tasks, such as fixing leaks, replacing light 
bulbs, adjusting doors, and repairing furniture. 

o Report any facility issues, such as plumbing, electrical, or structural problems, to 
the Public Works Supervisor for further action. 

o Assist with setting up or rearranging rooms and spaces for meetings, events, or 
public use. 

o Ensure that all cleaning equipment and supplies are properly maintained, 
organized, and stocked. 

• Supervision and Training: 
o Provide oversight and direction to other custodial staff, ensuring that cleaning and 

maintenance tasks are completed efficiently and to standard. 
o Assist in training new custodial employees on proper cleaning techniques, safety 

procedures, and equipment use. 
o Inspect work performed by custodial staff to ensure cleanliness and quality 

standards are met. 
• Safety and Compliance: 

o Follow safety protocols when handling cleaning chemicals and equipment to 
ensure a safe working environment. 

o Maintain proper handling and storage of cleaning materials and hazardous 
substances in accordance with safety regulations. 

o Report any safety hazards or security issues in the building to the appropriate 
supervisor. 

• Inventory Management: 
o Monitor inventory levels of cleaning supplies and equipment, ensuring that 

adequate stock is maintained. 
o Order and receive cleaning materials and equipment as needed, following 

appropriate procedures for procurement. 
• Communication: 

o Coordinate with the Public Works Supervisor or Facility Manager to schedule 
cleaning tasks, maintenance, and special requests. 

o Communicate effectively with other staff members and departments to address 
any special cleaning needs or facility issues. 

o Respond to requests for additional services or urgent cleaning tasks in a timely 
and professional manner. 

• Collaboration: 
o Work alongside other Public Works staff to ensure that all Public Works tasks are 

completed and vehicles and equipment are maintained and operated appropriately. 
o Follow safety procedures and work collaboratively with the team to maintain a 

safe working environment. 
• Teamwork and Adaptability: 

o Willingness to support cross-functional tasks and assist other Public Works 
divisions as needed. 

o Flexibility to different core work schedules, work on-call hours, weekends, or 
emergencies (e.g., snow events, storm cleanup). 

• Other Duties: 
o Assist in the helping with the setup, staffing, cleaning for special events. 



o Perform all other duties as assigned by the supervisor or Director of Public 
Works. 

 

Knowledge, Skills, and Abilities (KSAs): 

Knowledge: 

• Custodial Techniques and Practices: 
o Knowledge of modern cleaning techniques, tools, and equipment used in custodial 

work. 
o Familiarity with proper sanitation and disinfection practices, especially in public 

facilities. 
• Safety and Hazardous Materials: 

o Knowledge of cleaning chemicals, their proper use, and safety protocols. 
o Understanding of OSHA safety regulations, including safe lifting techniques and 

handling of hazardous materials. 
• Facility Maintenance: 

o Basic knowledge of building maintenance tasks, such as plumbing, electrical 
systems, and HVAC operations. 

Skills: 

• Cleaning and Organization: 
o Ability to clean and maintain public facilities to a high standard of cleanliness and 

safety. 
o Proficiency in using cleaning tools and equipment such as vacuums, mops, 

scrubbers, and floor buffers. 
• Supervisory and Leadership: 

o Strong leadership skills to guide, direct, and oversee custodial staff, ensuring the 
effective completion of cleaning tasks. 

• Problem-Solving: 
o Ability to identify and solve issues with building cleanliness, facility 

maintenance, or equipment malfunctions. 

Abilities: 

• Physical Stamina and Dexterity: 
o Ability to perform physically demanding tasks, including lifting, bending, and 

standing for long periods. 
o Ability to work in various weather conditions, particularly if cleaning or 

performing tasks outside. 
• Time Management: 

o Ability to prioritize tasks and manage time effectively to ensure all areas are 
cleaned and maintained within scheduled times. 



• Attention to Detail: 
o Ability to pay attention to small details to ensure that all cleaning tasks are 

thoroughly completed and that all areas of the building are well-maintained. 

 

Minimum Qualifications: 

• Education: 
o High school diploma or GED required. 

• Experience: 
o At least 2 years of experience in custodial or facility maintenance work, with at 

least 1 year in a senior or lead custodial position preferred. 
o Experience in supervising or training staff is a plus. 

• Licenses and Certifications: 
o Valid driver’s license required. 
o Certification in OSHA safety or custodial maintenance (e.g., cleaning 

certification) is a plus. 
• Other Requirements: 

o Must pass a background check and drug screening. 
o Ability to work flexible hours, including evenings and weekends, if required. 
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	 Provide professional service and clear communication to all residents and stakeholders.
	 Enforce parking regulations, animal ordinances, and other public codes.
	 Perform other related duties as assigned.
	Required Knowledge, Skills, and Abilities
	A high school diploma or GED is required. At least one year of prior experience in code enforcement, inspections, or a similar regulatory role is required. Equivalent combinations of education and experience may be considered. A background check and s...
	Physical Requirements
	This position requires frequent walking, standing, kneeling, crouching, and lifting up to 25 pounds. Work includes exposure to outdoor conditions, animals, fumes, loud noise, and occasionally irate individuals. Must be able to safely drive a Town vehi...
	Special Requirements

	Deputy Town Administrator  _ Job Description _ .pdf
	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	 Support the Town Administrator with managing Town operations and administrative functions.
	 Coordinate interdepartmental communication and ensure operational efficiency.
	 Oversee and complete special projects in alignment with strategic goals.
	 Prepare correspondence, reports, and Council meeting materials.
	 Draft written responses to resident inquiries and official communications.
	 Use software platforms (QuickBooks, Bills.com, Divvy) for financial tracking and reporting.
	 Organize and maintain administrative records, both digital and hard copy.
	 Assist in planning and executing public events and community engagement initiatives.
	 Uphold confidentiality and ensure the integrity of sensitive Town matters.
	 Serve as a resource for department heads and staff, offering guidance and leadership.
	 Perform other duties as assigned to support the Town Administrator and overall operations.
	Human Resource Management and Development
	 Oversee personnel operations, including onboarding, team development, performance management, and staffing coordination.
	 Communicate organizational goals and expectations to staff and assign responsibilities aligned with team capabilities.
	 Ensure accountability through coaching, performance reviews, and process improvement.
	 Maintain a positive work environment focused on collaboration, quality service, and employee development.
	 Recommend and implement HR practices and adjustments in alignment with the Town’s operational needs.
	Public Relations and Professional Representation
	 Maintain strong working relationships with local government partners, civic organizations, and the public.
	 Represent the Town in meetings, events, and collaborations.
	 Prepare policy recommendations and public communications in support of the Town Administrator’s initiatives.
	 Promote transparency, professionalism, and trust in all public interactions.
	Required Knowledge, Skills, and Abilities
	A bachelor’s degree in public administration, business administration, political science, or a related field is required. At least two years of progressively responsible experience in public administration or local government is required.
	Physical Requirements
	This position requires frequent sitting, speaking, listening, and occasional walking, bending, or lifting. Must be able to lift and/or move up to 10 pounds. Reasonable accommodations may be made to enable individuals with disabilities to perform essen...
	Special Requirements

	Office Aide _ Youth Coordinator Description _ .pdf
	General Definition of Work
	Essential Functions
	The following examples are illustrative of the types of duties required for this position. The omission of specific statements does not exclude them if the work is similar, related, or a logical assignment.
	 Greet and assist residents and visitors, answer and direct incoming calls.
	 Manage incoming and outgoing mail, including scanning, routing, and filing documents.
	 Assist with processing park reservations, parking permits, and other routine requests.
	 Maintain the Town calendar and bulletin board with current and accurate information.
	 Record and distribute staff meeting minutes.
	 Archive Town records and file unclassified documents in physical and digital formats.
	 Maintain office supply inventory and perform general clerical tasks including copying and word processing.
	 Assist with materials and logistics for Town events and Youth Council meetings.
	 Coordinate Youth Council activities, including outreach, meetings, and events.
	 Communicate with youth and families to support youth engagement initiatives.
	 Provide cross-departmental administrative support as needed, including internal meetings, special projects, and routine tasks to ensure efficient office and program operations.
	Required Knowledge, Skills, and Abilities
	Physical Requirements
	Special Requirements

	Public Relations Officer_ Executive Administrator to TA_DTA_ Job Description 2025 _ Seal _.pdf
	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	 Develop and manage digital content for the Town’s website, social media, and newsletters.
	 Edit, format, and distribute communications including email updates, flyers, public notices, and press releases.
	 Coordinate integrated communication strategies for events, announcements, and community outreach.
	 Create multimedia content including graphics, slideshows, and video materials.
	 Provide communications support to departments and Town-affiliated organizations.
	 Monitor and track media coverage; maintain brand consistency across platforms.
	 Prepare talking points, statements, and presentation materials for elected officials and the Town Administrator.
	 Maintain website functionality and oversee updates in collaboration with IT and staff.
	 Manage onboarding and offboarding processes, including checklists and personnel documentation.
	 Process payroll and assist with related reporting tasks in coordination with the Treasurer and HR systems.
	 Serve as the Town’s liaison to MissionSquare for retirement and benefit coordination.
	 Conduct or support HR-related audits and ensure compliance with personnel policies.
	 Maintain accurate records of benefits, retirement, and payroll documentation.
	 Assist in scheduling and hosting internal events or informational meetings for staff.
	 Perform other related duties as assigned.
	Required Knowledge, Skills, and Abilities
	Physical Requirements
	Special Requirements

	Town Administrator _ Job Description _ .pdf
	General Definition of Work
	The Town Administrator is the Chief Administrative Officer of the Town of Cheverly and is appointed by and serves at the pleasure of the Mayor and Town Council. The Administrator is responsible for implementing the policies established by the elected ...
	Essential Functions
	The following tasks are illustrative of the position’s responsibilities and are subject to modification as needed to meet evolving Town priorities.
	 Plan for and supervise the daily operations of the Town’s executive branch.
	 Prepare, present, and manage the Town’s annual operating and capital budgets.
	 Evaluate programs and expenditures, oversee cash flow, and monitor fiscal performance.
	 Manage the Town’s human resource functions, including hiring, evaluation, and staff development.
	 Prepare agendas for and attend Town Council meetings and work sessions.
	 Brief elected officials on current and emerging policy and administrative issues.
	 Coordinate the preparation of grant applications and ensure implementation of awarded grants.
	 Supervise the Town’s communication efforts, including the monthly newsletter, website, and public information materials.
	 Represent the Town at meetings with regional partners, local governments, state and federal agencies, and community stakeholders.
	 Provide guidance and oversight to department heads, including Police, Public Works, Finance, and Administrative staff.
	 Promote a responsive and customer-service-oriented approach to governance.
	Community Leadership and Strategic Issues
	 Support inclusive community engagement and uphold the Town’s values of equity and diversity.
	 Address key policy issues including smart growth, redevelopment, environmental sustainability, and economic development.
	 Strengthen partnerships with external agencies such as Prince George’s County, the State of Maryland, WSSC, and M-NCPPC.
	 Foster a culture of transparency, professionalism, and public trust.
	Required Knowledge, Skills, and Abilities
	A bachelor’s degree in public administration, Political Science, or a related field is required. A master’s degree in public administration (MPA) is preferred. Five to ten years of progressively responsible experience in local government or public adm...
	Additional Desirable Qualifications
	 Fluency in Spanish.
	 Familiarity with sustainability practices and green infrastructure.
	 Experience in community planning, economic development, and municipal modernization efforts.
	Physical Requirements
	This position requires frequent sitting, speaking, and the use of office equipment. Occasional travel to off-site meetings and community events is required. Must be able to lift and/or move up to 10 pounds. Reasonable accommodation may be made for ind...
	Special Requirements

	Youth Coordinator Description _.pdf
	General Definition of Work
	Essential Functions
	The following examples are illustrative of the types of duties required for this position. The omission of specific statements does not exclude them if the work is similar, related, or a logical assignment.
	 Greet and assist residents and visitors, answer and direct incoming calls.
	 Manage incoming and outgoing mail, including scanning, routing, and filing documents.
	 Assist with processing park reservations, parking permits, and other routine requests.
	 Maintain the Town calendar and bulletin board with current and accurate information.
	 Record and distribute staff meeting minutes.
	 Archive Town records and file unclassified documents in physical and digital formats.
	 Maintain office supply inventory and perform general clerical tasks including copying and word processing.
	 Assist with materials and logistics for Town events and Youth Council meetings.
	 Coordinate Youth Council activities, including outreach, meetings, and events.
	 Communicate with youth and families to support youth engagement initiatives.
	 Provide cross-departmental administrative support as needed, including internal meetings, special projects, and routine tasks to ensure efficient office and program operations.
	Required Knowledge, Skills, and Abilities
	Physical Requirements
	Special Requirements

	ADPF425.tmp
	General Definition of Work
	Essential Functions:
	Knowledge, Skills, and Abilities (KSAs):
	Knowledge:
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	General Definition of Work
	Essential Functions:
	Knowledge, Skills, and Abilities (KSAs):
	Knowledge:
	Skills:
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	Minimum Qualifications:
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	General Definition of Work
	The Administrative Assistant (Public Works) is a full-time clerical position under the general supervision of the Director of Public Works and receives daily assignments and project guidance from the Deputy Director of Public Works. This position prov...
	Essential Functions
	The following tasks are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.
	Clerk Duties and Administrative Support
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	General Definition of Work
	Essential Functions
	Budget Administration Duties
	Project / Program Management Duties
	Grant Administration Duties
	The incumbent will apply knowledge of funding sources and grant writing experience in a detail-oriented and organized manner while effectively managing multiple concurrent projects and tasks. The goal is to ensure that rants are obtained and utilized ...
	 Maintain records of all payments and receivables and prepare monthly reports for all grant related activities
	 Assist in auditing grant expenses and ensure compliance with regulations
	Administrative, Public Information, and Customer Service Support
	Public Utility Coordination
	Monitors the work of public utility companies permitting, scheduling, and infrastructure repair or replacement.

	Knowledge, Skills, and Abilities
	Education and Experience
	Physical Requirements

	ADPEBA6.tmp
	General Definition of Work
	Essential Functions
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	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	Required Knowledge, Skills, and Abilities
	Knowledge:
	Skills:
	Abilities:
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	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	Required Knowledge, Skills, and Abilities
	Knowledge:
	Skills:
	Abilities:
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	General Definition of Work
	Essential Functions:
	Knowledge, Skills, and Abilities (KSAs):
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	General Definition of Work
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	Minimum Qualifications:

	PW sanitation supervisor (1).pdf
	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	Required Knowledge, Skills, and Abilities
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	General Definition of Work
	Essential Functions:
	Knowledge, Skills, and Abilities (KSAs):
	Knowledge:
	Skills:
	Abilities:

	Minimum Qualifications:
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	General Definition of Work
	A front desk clerk in a police department serves as the first point of contact for the public and plays a vital role in the department’s day-to-day administrative operations. This position involves greeting and assisting citizens, answering non-emerge...
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	Required Knowledge, Skills, and Abilities
	Knowledge:
	Skills:
	Abilities:

	A high school diploma or GED is required. Successful background investigation.
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	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	Required Knowledge, Skills, and Abilities
	Knowledge:
	Skills:
	Abilities:

	Physical Requirements
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	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	Required Knowledge, Skills, and Abilities
	Knowledge:
	Skills:
	Abilities:

	Physical Requirements
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	General Definition of Work
	A Police Corporal is a full-time position working varied, 12-hour shifts, with a call-back status. The Police Corporal reports to the Sergeant. The Police Corporal conducts patrols throughout the Town of Cheverly and responds to all calls for service....
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	 Perform first line supervision duties
	 Patrol the town to prevent and deter crime.
	 Respond to calls for police service.
	 Assist the younger officers with their experience.
	 Engage the community and familiarize themselves with the residents of the town.
	 Enforce traffic and criminal laws.
	 Respond to citizen complaints and inquiries.
	 Maintain certifications and firearm qualifications.
	 Coordinate with Prince George’s County Police Department.
	 Maintain accurate and detailed case files using a digital case management system.
	 Prepare documentation and testify in court or administrative hearings as needed.
	 Engage with the community through education and outreach.
	 Provide professional service and clear communication to all residents and stakeholders.
	 Enforce parking regulations, animal ordinances, and other public codes.
	 Perform other related duties as assigned.
	Required Knowledge, Skills, and Abilities
	A high school diploma or GED is required. Successful background investigation. Successful completion of a Maryland certified academy. 3 years of law enforcement experience.
	Physical Requirements
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	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	Required Knowledge, Skills, and Abilities
	Knowledge:
	Skills:
	Abilities:

	A high school diploma or GED is required. Successful background investigation.
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	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	Required Knowledge, Skills, and Abilities
	Knowledge:
	Skills:
	Abilities:

	Physical Requirements
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	General Definition of Work
	A Police Officer First Class is a full-time position working varied, 12-hour shifts, with a call-back status. The Police Officer First Class reports to the shift supervisor. The Police Officer First Class conducts patrols throughout the Town of Chever...
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	 Patrol the town to prevent and deter crime.
	 Respond to calls for police service.
	 Assist the younger officers with their experience.
	 Engage the community and familiarize themselves with the residents of the town.
	 Enforce traffic and criminal laws.
	 Respond to citizen complaints and inquiries.
	 Maintain certifications and firearm qualifications.
	 Coordinate with Prince George’s County Police Department.
	 Maintain accurate and detailed case files using a digital case management system.
	 Prepare documentation and testify in court or administrative hearings as needed.
	 Engage with the community through education and outreach.
	 Provide professional service and clear communication to all residents and stakeholders.
	 Enforce parking regulations, animal ordinances, and other public codes.
	 Perform other related duties as assigned.
	Required Knowledge, Skills, and Abilities
	A high school diploma or GED is required. Successful background investigation. Successful completion of a Maryland certified academy. 3 years of law enforcement experience.
	Physical Requirements
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	General Definition of Work
	A Police Officer First Class is a full-time position working varied, 12-hour shifts, with a call-back status. The Police Officer First Class reports to the shift supervisor. The Police Officer First Class conducts patrols throughout the Town of Chever...
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	 Patrol the town to prevent and deter crime.
	 Respond to calls for police service.
	 Assist the younger officers with their experience.
	 Engage the community and familiarize themselves with the residents of the town.
	 Enforce traffic and criminal laws.
	 Respond to citizen complaints and inquiries.
	 Maintain certifications and firearm qualifications.
	 Coordinate with Prince George’s County Police Department.
	 Maintain accurate and detailed case files using a digital case management system.
	 Prepare documentation and testify in court or administrative hearings as needed.
	 Engage with the community through education and outreach.
	 Provide professional service and clear communication to all residents and stakeholders.
	 Enforce parking regulations, animal ordinances, and other public codes.
	 Perform other related duties as assigned.
	Required Knowledge, Skills, and Abilities
	A high school diploma or GED is required. Successful background investigation. Successful completion of a Maryland certified academy. 3 years of law enforcement experience.
	Physical Requirements
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	General Definition of Work
	A Police Records Manager is responsible for overseeing the organization, maintenance, security, and accessibility of all official law enforcement records within a police department. This role ensures compliance with local, state, and federal laws gove...
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	Required Knowledge, Skills, and Abilities
	Knowledge:
	Skills:
	Abilities:

	A high school diploma or GED is required. Successful background investigation.
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	General Definition of Work
	Essential Functions
	The following tasks are intended as examples of the types of duties assigned. Duties may be modified based on organizational needs.
	 Perform other related duties as assigned.
	Required Knowledge, Skills, and Abilities
	A high school diploma or GED is required. Successful background investigation. Successful completion of a Maryland certified academy. 3 years of law enforcement experience. Successful completion of a MPCTC certified school for supervision.
	Physical Requirements




