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	1. Position Code
[bookmark: StartPosCode]STDDADM1L28N

	
	State of Michigan
Civil Service Commission
Capitol Commons Center, P.O. Box 30002
Lansing, MI 48909
	

	
	POSITION DESCRIPTION
	



	This position description serves as the official classification document of record for this position.  Please complete this form as accurately as you can as the position description is used to determine the proper classification of the position. 

		2.Employee’s Name (Last, First, M.I.)
	8.	Department/Agency

	
	Environment, Great Lakes, and Energy (EGLE)

		3.Employee Identification Number
	9.	Bureau (Institution, Board, or Commission)

	
	

		4.Civil Service Position Code Description

	10.	Division

	State Administrative Manager 15
	Materials Management Division

		5.Working Title (What the agency calls the position)

		11.	Section

Radiological Protection Section


	Section Manager
	Radiological Protection

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Phil Roycraft
WOC State Administrative Manager 17
	

		7.Name and Position Code Description of Second Level Supervisor
	13.	Work Location (City and Address)/Hours of Work

	Tracy Kecskemeti
WOC State Bureau Administrator 18
	525 West Allegan, Constitution Hall, 4th Floor South
Lansing, MI 48933
8:00 a.m. - 5:00 p.m.  Monday – Friday

		14.	General Summary of Function/Purpose of Position

	This position provides leadership for the planning, operation, and evaluation of five statewide, technically complex programs whose purpose is to protect persons from unnecessary radiation exposure and ensure compliance with radiation safety standards.  This position is responsible for supervision of programs and personnel involved with radiological emergency preparedness, radon, environmental monitoring, radioactive materials, and radioactive waste.  Duties include program administration, supervision, policy development, and public relations functions.

This position is designated as security-sensitive and therefore requires a Criminal History Background Check.

		15.	Please describe the assigned duties, percent of time spent performing each duty, and what is done to complete each duty.
		List the duties from most important to least important.  The total percentage of all duties performed must equal 100 percent.

	Duty 1
General Summary of Duty 1	% of Time		65%
Program Administration

	Individual tasks related to the duty.
· Provide first-line technical supervision of two unit supervisors at the Manager 14 level, and provide first-line supervision of the Section's secretary.
· Exercise second-line technical supervisory duties over the remainder of the Section technical staff including six Physicists 9–13 levels, one Environmental Quality Analyst 13, one Laboratory Scientist 13, and two contractors.
· Perform critical technical reviews of reports drafted by staff and other written materials related to the responsibilities of the Section.  The various fields of health physics, medical radiation physics, radioactive materials, and atomic and nuclear physics are involved in these activities.
· Direct the nuclear power plant emergency response activities mandated by the Michigan Emergency Management Plan and related federal requirements and monitor federal regulatory activities related to nuclear power plant operations in Michigan, including the storage and transport of high-level radioactive waste.  This activity is carried out through supervision of a Unit Supervisor who is assigned relative functional responsibilities and coordinates efforts with other state and federal agencies.
· Direct the environmental monitoring and indoor radon programs, including management of program functions related to annual indoor radon grants from the U.S. Environmental Protection Agency (U.S. EPA) and statutorily mandated environmental monitoring of the radiological impact of nuclear power plant operations.  This activity is carried out through supervision of a Unit Supervisor who is assigned related functional responsibilities and includes coordination of efforts with other state and federal agencies.
· Direct the radioactive materials regulatory program including requirements associated with possession, use, and disposal of radioactive materials as required by Michigan's Ionizing Radiation Rules for Radioactive Material. This activity is carried out through supervision of staff and through functional assignments for both routine and emergency actions.  This activity includes functions related to management of radioactively contaminated sites, emergency response, low-level radioactive waste, site decommissioning and cleanup, EGLE activities licensed by the U.S. Nuclear Regulatory Commission (NRC), radiation equipment calibration, and coordination with other state and federal agencies.
· Serve and provide technical radiological advice, when requested and appropriate, on state and national advisory boards.

	Duty 2
General Summary of Duty 2	% of Time		10%
Administration/Supervision
Manage and implement the administrative requirements of EGLE and the Division to ensure that the Section functions efficiently and complies with management and personnel requirements.  Supervise Section staff to ensure that their duties are carried out in a manner that positively reflects on the Department and the Division and that all cases and requests for assistance are managed in a legal, fair, timely, and technically correct manner.  Review complex technical reports for accuracy and sound physics principles.


	Individual tasks related to the duty.
· Manage the short- and long-range plans for the Section with appropriate goals and benchmarks and implement the strategic plans of the Department and the Division.
· Direct the staffing and staff development activities according to Civil Service and EGLE personnel policies.
· Supervise and direct all activities assigned to the Section.
· As a second line supervisor, provide problem resolution assistance to the unit supervisors, and all employees in the Section.
· Review and approve staff time allocations, leave requests, travel requests, travel expense vouchers, vehicle travel logs, position descriptions, performance appraisal objectives, and conduct performance appraisals.
· Be aware of Division budgetary priorities and constraints and apply them to Section needs.



	
Duty 3
General Summary of Duty 3	% of Time		10%
Division Representation/Public Relations
Provide requested technical expertise, information, and assistance to Department and Division Directors.  Serve as the radioactive materials Director Member of the Conference of Radiation Control Program Directors (CRCPD).  Serve as the State Liaison Officer for Michigan as delegated by the Governor's office.  Perform required functions between the U.S. NRC and the Governor's office on radiological issues of concern in the liaison role.  Coordinate with the Michigan State Police (MSP) on matters of homeland security.  Coordinate with Department of Health and Human Services and Department of Labor and Economic Opportunity (LEO) on radiological health issues.  Serve as a technical advisor on committees and interface with many other organizations, such as local units of government, the U.S. EPA, the business community, and environmental groups.  Give presentations to these groups regarding the Division’s radiological protection programs.


	Individual tasks related to the duty.
· Communicate with the MSP on public safety matters including security advisories regarding radioactive materials or nuclear power facilities.  Provide technical advice and assess the hazards presented.
· Advise Section staff when to prepare a press release for a particular program issue, review draft press releases, and make sure they are forwarded to the Press Office per EGLE procedures.  
· Participate in radiological emergency response events, and planning drills and exercises.  Serve as the technical advisor to the Governor.
· Provide requested advice to the CRCPD.  Serve as the Director Member and Voting Coordinator for the Section and coordinate Director voting with the Section's counterpart in LEO.  Participate in annual meetings and various CRCPD assignments, such as by attending meetings with federal agencies on behalf of the CRCPD.
· Participate as necessary or requested on various EGLE committees or other workgroups.
· Give presentations to the Division, the Department, or other organizations regarding the Division’s radiological protection programs.
· Promote our staff participation in the CRCPD and otherwise direct efforts to be helpful to that nationwide organization of radiation control programs and to the Section itself. This includes serving as the Authority Having Jurisdiction and State Coordinator for Michigan for the Radiological Operations Support Specialist (ROSS) program.


	Duty 4
General Summary of Duty 4	% of Time		10%
Rule and Policy Development
Participate in the development of laws, administrative rules, procedures and policies relating to the radiological protection program activities.  Review proposed legislation and policy affecting program activities and provide comments to the initiator.

	Individual tasks related to the duty.
· Provide the final technical review of the Nuclear Facilities Emergency Management Plan and associated Standard Operating Guides before they are submitted to the Federal Emergency Management Agency for approval.
· Review draft Division rules and provide comments relative to program, or other relevant issues.  Review draft legislation and draft bill analyses, when requested.
· Participate in legislation, rules, policy, or procedure committees or workgroups, as requested.



	
Duty 5
General Summary of Duty 5	% of Time		5%
Special Projects

	Individual tasks related to the duty.
· Conduct and perform special assignments from the Division Director, including implementation of administrative policies and procedures of EGLE and the Division; and response to program-related inquiries, initiatives, or complaints. 
· Conduct other duties as assigned by management.


[bookmark: AddPage]
	
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Make a broad range of professional decisions.  Several examples include (1) determining what requirements should, from a Section health physics perspective, be revised or amended; (2) determining what are the health risks to the public posed by the release of radioactive materials; and (3) determining if the radiological remediation of a site was adequate to warrant unrestricted release.  Decisions are also made concerning workload priorities and associated staff assignments; interpretation of regulatory requirements; actions to take to respond to agency, public, media, or regulatory entity inquiries; and decisions on program expenditures.

		17.	Describe the types of decisions that require the supervisor’s review.
Examples of decisions that require supervisory review include those that may significantly impact other Sections, Divisions, Offices, or agencies of state government, or may establish new collaboration channels; those that involve Department planning, strategy, or likely legal intervention in possibly precedent-setting cases; and those involving the significant expenditure of funds or out-of-state travel.

		18.	What kind of physical effort is used to perform this job?  What environmental conditions is this position physically exposed to on the job?  Indicate the amount of time and intensity of each activity and condition.  Refer to instructions.
This position involves normal office tasks with occasional travel, both in-state and out-of-state, and occasional field work.  In the office, physical activities include minor physical exertion, changing priorities and deadlines, high stress due to degree of public health responsibilities, and working at a computer.  During field work, the physical effort includes driving vehicles, routine minor physical exertion with exposure to rain, snow, cold, heat, humidity, noise, dust, odors, fumes, chemicals, vegetation, contaminated air/soil/water and ionizing radiation.  Under certain conditions, special personal protective equipment may be needed.


		19.	List the names and position code descriptions of each classified employee whom this position immediately supervises or oversees on a full-time, on-going basis.  (If more than 10, list only classification titles and the number of employees in each classification.)

	NAME
	CLASS TITLE
	NAME
	CLASS TITLE

	Jay Paquette
	Physicist Manager 14
	
	

	David Asselin
	Physicist Manager 14
	
	

	Jennifer Keyes
	Secretary E8
	
	

	
	
	
	

	
	
	
	

		20.	This position’s responsibilities for the above-listed employees includes the following (check as many as apply):
X	Complete and sign service ratings.	X	Assign work.
X	Provide formal written counseling.	X	Approve work.
X	Approve leave requests.	X	Review work.
X	Approve time and attendance.	X	Provide guidance on work methods.
X	Orally reprimand.	X	Train employees in the work.



	
22.	 Do you agree with the responses for Items 1 through 20?  If not, which items do you disagree with and why?
Agree

		23.	What are the essential functions of this position?
This position serves as the technical manager of the Radiological Protection Section.  The manager is ultimately responsible for five statewide radiological programs that require close coordination with many state and federal agencies, extensive knowledge of radiation physics, and the ability to manage highly technical staff.  The essential duties are listed under Item 15 above.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
No changes to duties. Manager and division names updated to reflect the current organization. 

		25.	What is the function of the work area and how does this position fit into that function?
The function of the work area is to provide protection of the public and the environment from hazards associated with radioactive materials and radiation.  This position is responsible for general program administration and technical oversight in implementing these functions.

		26.	What are the minimum education and experience qualifications needed to perform the essential functions of this position?

	EDUCATION:
Degree with a major in physics preferred; degrees with a major in a natural science, material science, engineering, applied physics, health physics, or radiation technology will also be acceptable.

	EXPERIENCE:
Four years of professional experience, including two years equivalent to the experienced (P11) level or one-year equivalent to the advanced (12) level.

The ideal candidate will have six years of professional experience equivalent to an Engineer, Environmental Engineer, Environmental Quality Analyst, Environmental Sanitarian, Environmental Scientist, Geologist, Industrial Hygienist, Laboratory Scientist, Physicist, Physical Scientist, or Toxicologist.


	KNOWLEDGE, SKILLS, AND ABILITIES:
Employee must have a strong technical background and/or extensive knowledge of radiation and radioactive materials, physics, health physics, radiation control, nuclear engineering and a thorough understanding of radiological emergency preparedness, radioactive materials handling, and applicable state and federal laws/rules.  The employee should have supervisory experience, good management skills, as well as excellent oral and written communication skills.

To be successful in this position, the following competencies have been identified as essential: Adaptability, Decision Making, Communication, Technical/Professional Knowledge and Skills, Building Partnerships, and Developing a Successful Team.


	CERTIFICATES, LICENSES, REGISTRATIONS:
Driver’s License
24-hour Hazardous Material Incident Response Course with annual refresher training.

	NOTE:  Civil Service approval of this position does not constitute agreement with or acceptance of the desirable qualifications for this position.

	I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.

	 		 		
	Supervisor’s Signature			Date

	TO BE FILLED OUT BY APPOINTING AUTHORITY

		Indicate any exceptions or additions to statements of the employee(s) or supervisors.


		I certify that the entries on these pages are accurate and complete.
 		 		
	Appointing Authority Signature			Date

	TO BE FILLED OUT BY EMPLOYEE

		I certify that the information presented in this position description provides a complete and accurate depiction of the duties and responsibilities assigned to this position.
		 		
	Employee’s Signature			Date


NOTE:  Make a copy of this form for your records.
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