
 

 

 
MONTGOMERY COUNTY 
CLASSIFICATION 
SPECIFICATION: 
Pay Level 16; Exempt 

CLASS TITLE: CONTINUOUS IMPROVEMENT COORDINATOR CODE:   63170 

MAJOR AGENCIES: BCC PAGE   _1_OF   1  _ 

CLASS CONCEPT:  Management level position under general managerial direction of the Strategic Services Assistant Directors requiring extensive knowledge of continuous 
improvement (CI) processes to manage, direct and coordinate progress on process improvement and change management initiatives guided by the department’s strategic plan.  Utilizes 
and teaches CI tools (e.g., Lean, Six Sigma, 5S, Process mapping) to create efficiencies and resolve problems. Performs the material and substantial duties of the classification more 
than 50% of the time.  May supervise assigned staff. 
RANK JOB DUTIES MAJOR WORKER CHARACTERISTICS 
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Supports the development, analysis and implementation of key business projects and 
initiatives for the department and the department’s work groups.  Formulates policy for 
management review and approval. Researches, evaluates and enhances the organization's 
most complex processes in order to maximize efficiency, minimize waste and costs, and 
improve output.  Conducts business diagnostics to identify, quantify and prioritize value 
creation projects.  Proactively works to identify potential process inefficiencies or obsolete 
processes/technologies.  Recommends effective ways to improve quality and/or minimize 
process waste. 
 
 
 
 
 
 
Maintains and creates documentation methods for measuring standard operating procedures 
and safety processes. Works with various groups to ensure accurate and timely processing of 
data.  Runs queries from multiple data sources to analyze data and make recommendations. 
Develops reports and functional guidance for users on department systems. Maintains records 
of continuous improvement activities.  Uses performance indicators to demonstrate the 
impact implemented changes have made to the organization; works with management to 
ensure change transition is smooth and effective.  Tracks KPIs, creates monthly and annual 
reports as needed and provide data for annual budget exercise. 
 
Facilitates cross functional teams; leads others to enhance collaboration and innovation.   
Effectively communicates and trains staff on management systems and tools (e.g., Cityworks, 
GIS, Strategy Blocks, Sharepoint, Excel) and continuous improvement concepts and 
principles (e.g., Lean, Six Sigma, 5S, Kaizen).  Develops presentations for department, 
county-wide and public meetings. 
 
 
(Performs Related Duties As Required) 

Knowledge of 1 (Budgeting), 5 (Management), 7 (Workforce Planning), 8a (Employee 
Training Development),  11b (Human Relations), 13b (Agency Policies and Procedures, 
especially as related to Water, Wastewater and Solid Waste Services)*,  14 (Government 
Structure and Process)*,  16 (Interviewing), 20 (Natural Sciences, especially an understanding 
of water, wastewater and solid waste transfer risks/processes)*, 22 (Electronic Data Processing; 
high level use of continuous improvement and process management software systems).  Skill in 
25b (Word Processing, Microsoft Office, CMMS, Sharepoint), 29 (Equipment Operations – 
computer, projectors, copiers).  Ability to 30l (define problems, collect data, establish facts & 
draw valid conclusions), 31h (use statistical analysis), 32r (prepare meaningful, concise and 
accurate reports), 32t (use proper research methods in gathering data, 32u (prepare and deliver 
speeches before specialized audiences and general public), 33e (gather, collate and classify 
information about data, people or things), 34e (establish friendly atmosphere as lead on work 
processes), 34f (handle sensitive inquiries from and contacts with officials and general public). 
 
Knowledge of 1, 5, 7, 8, 11b, 13b*, 14*, 16, 20*, 22;  Skill in 25b, 29; Ability to 30l, 31h, 32r, 
32t, 33e, 34e 34f. 
 
 
 
 
 
 
 
Knowledge of 1, 5, 7, 8, 11b, 13b*, 14*, 16, 20*, 22;  Skill in 25b, 29; Ability to 30l, 31h, 32r, 
32t, 32u, 33e, 34e 34f. 
 
 
 
 
 
*(Developed after Employment) 

 
UNUSUAL WORKING 
CONDITIONS: 
 
 

MINIMUM CLASS REQUIREMENTS: (Including License, If Any) 
Must have valid driver’s license with acceptable driving record.  Bachelor degree in Public/Business 
administration or related field with 5 years of relevant professional experience in process improvement / 
project management.  Prefer Six Sigma certification- OR alternative, equivalent evidence of the 
Minimum Class Requirements. 

TRAINING & DEVELOPMENT:  
Obtain Six Sigma green belt and 
complete Lean certification training 
within 2 years of hire. 

 
 


