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THE MORRIS COUNTY PARK COMMISSION 

Job Description 

Title:  Director of Park Planning & Development 

Division:  Park Planning & Development 

Prepared by: D. Helmer; Approved by R. Vitale

Full Time ☒ - Salary Grade:  Confidential - IIB - 
Director 

Salary: $116,000.00 - $121,387.50 C

Position Charter: 

Under the general direction of the Executive Director and within the limit of established local, state, 

federal agency and Park Commission Mission & Goals, and Policies and Procedures, the Director of Park 

Planning & Development has the authority to direct, organize, coordinate and promote a 

comprehensive engineering, construction, park development, infrastructure maintenance and linear 

trail program.   This position develops plans for short- and long-range activities and the daily 

management functions of staff and outside contractors and consultants, consistent with forecasts, 

budgets, ongoing multi-year preventative cost-effective maintenance programs and capital and park 

improvement trust plans. 

Works to fulfill the management responsibilities for administering the Engineering, Park Projects, and 

Buildings & Construction unit’s initiatives throughout the Morris County Park System, providing 

continuous leadership, but may delegate to subordinates parts of his/her responsibility, but may not 

delegate or relinquish overall responsibility and accountability of results, in order to further the goals of 

the organization to attain attractive, safe and efficient recreational facilities for orderly use by a 

maximum number of Morris County residents and visitors from throughout the region. 

Essential Functions: 

• Responsible for planning, development, review and implementation of projects including,
but not limited to, conceptual design, master planning, design development, cost
estimating, scheduling, construction document preparation, public bidding and construction
administration and field presentation.

• Reviews and recommends to the Executive Director award of bids for park projects,
maintenance and repair materials, equipment and related services. Supervises the
formulation, writing, drafting and printing of plans and specifications.

• Oversees the work of staff, project teams and consultants including engineering standards,
specification development, selection of consultants, payment approvals, grant
administration and project management.

• Prepares formal and informal contract bid specifications for projects, supplies and services
under the jurisdiction of the Division and monitors contractor performance for such
contracts.
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• Prepares and reviews requests for proposals and bid documents and makes
recommendations to the Executive Director for the retention of professional consultants
and contractors for the Morris County Park Commission.  Investigates the feasibility of
awarding contracts to consultants and contractors; assures that contracts are bid and
awarded in conformance with the Local Public Contracts Law and other applicable
regulations.

• Reviews, designs, plans, bids, and contracts the specific performance of professionals and
contractors.

• Conducts performance appraisals of supervisory, managerial, clerical staff within the
division  and monitors performance of field personnel; correlates the results of the
performance appraisal system with the staffing projection and planning process.

• Manages staff assigned to the Division in compliance with Regulatory Requirements, Park
Commission policies and labor agreements.

• Provides leadership and guidance to subordinate personnel including necessary training in
work techniques and procedures, motivating them to accomplish tasks in a cost-efficient
manner.

• Prepares and plans work directives; develops, evaluates, and implements training programs;
and participates in the interviewing and screening of staff for the Division.

• Assists in developing the Park Commission Six-Year Capital Program and identifying and
managing Park Improvement Trust projects.

• Monitors, reviews and approves for payment, vouchers and purchase orders in accordance
with contract compliance and/or completion of work.

• Reviews equipment, supplies and staff needs and incorporates such needs into annual
divisional operating budget development and long-term Capital Program, including the Park
Improvement Trust; including cost-effectiveness and analysis of programs.  Monitors
performance of actual expenses against the targets developed in the annual Operating
Budget.

• Conducts site inspections of Park System facilities and areas to observe and identify
engineering, construction and maintenance needs.

• Plan, direct, and coordinate the park planning, development, and building maintenance
work plans, meets with management staff to identify and resolve problems; establish
projects and visibility; review and evaluate work methods and procedures.

• Manages, develops, and coordinates regional trail network planning with local, county, state
and federal agencies and non-profit organizations.

• Administers the preparation and implementation of various park master plans.

• Establishes design criteria for improvements, construction and rehabilitation projects and
reviews and approves all plans and specifications for the same prior to their implementation
ensuring compliance with regulations and insurance requirements.

• Conducts a variety of organizational studies, investigations and operational studies;
recommend modifications to park planning and development projects, policies and
procedures as appropriate.

• Manages the development and implementation of park and open space goals through the
development and renovation of parks and open space.

• Investigates complaints and reviews problems encountered, taking action as necessary and
appropriate which may include the preparation of reports and recommendations to the
Executive Director or Deputy Executive Director.

• Establishes and maintains communication and working relationships, and obtains input from
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all affected Division/Units when evaluating project, feasibility, cost, and timelines.  with 
other Park Commission Divisions for the orderly and efficient operation of the Park System. 

• Complies with all state and federal funding and operating requirements, working in
conjunction with architects, engineers and local municipalities, to coordinate code
compliance and perform all liaison work where state and federal approval is necessary for
qualified Park System projects.

Other Functions: 

• Oversees the preparation and completion of various grant opportunities for park
improvements and trail planning and development.

• Provides technical aid and assistance to the other Park Commission Divisions and operating
units.

• Forecasts, monitors and maintains awareness of relevant national, regional and local
trends.  Advising staff and the Park Commission of opportunities for enhancement of
services.

• Attends meetings, prepares reports and develops standards for infrastructure
improvements to be made as a result of the impact caused by developments contiguous to
County Park System properties, and serves as the staff liaison to the Park Development
Committee.

• Reviews Park Commission policies, programs and procedures, and prepares suggestions
and recommendations for the improvement of operations.

• Evaluates the effectiveness of operations in order to meet the objectives and long-term
goals of the Park Commission.

• Develops and maintains positive working relationships with other county departments,
municipal authorities and regulatory agencies.

• Prepares and transmits required reports, executes required and administrative activities;

submits recommendations for effective interpretive mechanisms and activities.

• Serves as a staff representative to Park Commission Committee(s) as assigned, and attends
and participates in various meetings as required.

• Assists in preparing and updating emergency response plans and coordinating Federal
Emergency Management Agency (FEMA) activities and prepares reports as required.

• Ensures adherence to established P.E.O.S.H.A. and Morris County Park Commission Safety
Standards, and ensures that Park Commission policies and procedures regarding public
access are followed.

• Performs other tasks as assigned.

Qualifications: 

• Job requires Master’s or Bachelor’s degree in park planning, landscape architecture,
architecture, civil engineering, or related subject, from an accredited college or university
with experience in the parks and recreation field.

• Possession of valid license(s) and/or certified as a Professional Civil Engineer, Architect,
Landscape Architect in the State of New Jersey.

• At least six years to ten years of progressive experience that includes four years in an
administrative, supervisory or management capacity.  Job requires the direct supervision of
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(1-3) full-time employees and the indirect supervision of (12-14) full-time, and part-time 
employees. 

• At least three years of experience working with public contracts.

• Must have planning and design project experience associated with larger scale facility and
land development projects and historic preservation projects.

• Knowledge of operational characteristics, services, and activities of comprehensive park
planning, development, and infrastructure maintenance programs; organization and
management practices as applied to analysis; and evaluation of park planning and
development programs, policies and operational needs.

• Working knowledge of local government planning processes and regulatory agency
requirements.

• Ability to meet deadlines, prioritize work and coordinate multiple activities and projects at
the same time.

• Possess computer skills for concept development, master plan production, contract writing,
specification writing, and contract administration.

• Ability to utilize computers and other technology currently applicable to the functions of the
position, including ESRI Arc GIS Suites, AutoCAD, and Microsoft Office Programs.

• Experience in and ability to maintain accurate, detailed records and to prepare reports and
other documentation.

• Knowledge of land and engineering survey systems, methods and techniques.

• Knowledge of the laws and regulations relating to the planning, construction and
maintenance of parks and public facilities.

• Ability to provide leadership effectively and efficiently and to organize, direct and coordinate
the activities, personnel and equipment of the Division.

• Ability to research alternative approaches to resolving issues and developing consensus
solutions.

• Ability to establish and maintain effective working relationships with subordinates,
engineers, architects, contractors, regulators, municipal officials and the general public.

• Ability to communicate effectively in both verbal, written print and electronic form, to
compose routine letters, memos, transmittals, e-mails and similar correspondence to park
staff, managers, vendors, contractors, professionals, and regulatory personnel.

• Possession of a valid New Jersey Driver's License.

• Ability to perform the essential functions of the position with or without reasonable
accommodation.

Incumbent may delegate to subordinate part of the responsibility, but may not delegate nor relinquish 

accountability for results. 

Nothing in this job description restricts management’s right to assign or reassign duties 

and responsibilities to this job at any time. 

Comprehensive benefits package that provides enrollment in NJ State Pension System and offers 
medical, dental, discount vision plan, 457(b) plan, sick, vacation and paid holidays


