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	1. Position Code
[bookmark: StartPosCode]

	
	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

	Environmental Quality Analyst 9-P11
	Materials Management Division (MMD)

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

	11.	Section

	Environmental Quality Analyst 
	Field Operations

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Lori Babcock, Environmental Manager 14
	Bay City District Office

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

	Phil Roycraft, State Administrative Manager 15
	401 Ketchum St., Suite B, Bay City, MI 48708
80 hours/pay period

		14.	General Summary of Function/Purpose of Position

	
This position conducts compliance activities relating to Materials Management Division (MMD) programs (scrap tires, hazardous waste, liquid industrial by-products) in the assigned district to determine compliance with applicable laws. Duties include compliance inspections on basic facilities; the development and management of district enforcement cases; complaint response; providing training for the regulated community and the public at large; and serving as a resource for both the public and other district staff.  Basic facilities are those with simple processes and facilities that do not have high public interest. Inspections involve fewer services to coordinate and/or less intensive oversight of activities. The position requires a high degree of self-motivation and planning with active supervision. This position serves as a public contact for MMD issues in the assigned district.




		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	65% of Time	
Conduct compliance activities on basic facilities relating to MMD programs hazardous waste facilities under Part 111, Hazardous Waste Management, of the Natural Resources and Environmental Protections Act (NREPA) and liquid industrial waste under Part 121, Liquid Industrial Waste, of the NREPA within the Bay City District.  While duties include decision-making responsibilities, at the journey level, management of enforcement cases are performed with supervision or oversight.


	Individual tasks related to the duty.
· Inspect basic facilities, including hazardous waste and liquid industrial by-products generators, transporters, and facilities for compliance.
· Respond to and investigate complaints about waste handling, disposal, or spills of hazardous or liquid industrial by-products at permitted facilities; and/or anything regulated by MMD.  Discuss with supervisor and senior level staff to determine if enforcement action should be pursued. 
· Review and answer inquiries regarding site notifications and manifests.
· Participate in environmental emergency response for MMD programs.
· Plan fiscal year inspection activities.
· Review files of facilities to be inspected.
· Prepare referrals for civil or criminal enforcement in accordance with MMD procedures and provide technical assistance to the MMD Enforcement Section in the enforcement process.  
· Serve as a technical representative at consent order negotiations.
· Coordinate with multiple Department of Environment, Great Lakes, and Energy (EGLE) programs, the Attorney General’s Office, the health department, and local units of government.  
· Represent EGLE in court hearings related to escalated enforcement actions.
· Represent MMD in meetings with basic facilities, their consultants, and legal representatives.
· Assist in developing and delivering technical training to the regulated community and the public.
· Respond to requests for information from the public, special interest groups, legislators, other governmental agencies, regulated entities, and consultants.



	Duty 2
General Summary of Duty 2	25% of Time	
Perform miscellaneous duties associated with program management under Part 111, Hazardous Waste Management, Part 121, Liquid Industrial Waste, and Part 169, of the NREPA within the Bay City District and Scrap Tires, of the NREPA within the Cadillac and Gaylord Districts.  

	Individual tasks related to the duty.
· Update and maintain the Waste Data System database; provide reports to management.
· Prepare inspection reports and letters to responsible parties.
· Monitor the status and the inspection schedule of regulated facilities.
· Track compliance and enforcement activities and prepare related reports. 
· Serve as a contact and resource for the public, the media, the legislature, and other governmental entities regarding the MMD programs.  
· Distribute pollution prevention and waste minimization guidance documents to regulated facilities.  
· Participate in training sessions as recommended.  
· Participate in and/or present at public meetings and hearings. 
· Conduct and participate in program maintenance, committee meetings, procedure development, and file maintenance.
· Special projects as assigned by management.



	Duty 3
General Summary of Duty 3	10% of Time	
Conduct field inspections and subsequent follow-up inspections of Part 169 Scrap Tires, of the NREPA collection sites and haulers within the Cadillac and Gaylord Districts and perform miscellaneous duties associated with program management under Part 169. 

	Individual tasks related to the duty.
· Inspect basic facilities, including scrap tire generators, haulers, collection sites, retreaders, and end users for compliance.
· Respond to and investigate complaints about scrap tire storage or disposal practices; and/or anything regulated by MMD.  Discuss with supervisor and senior level staff to determine if enforcement action should be pursued. 
· Participate in environmental emergency response for MMD programs.
· Plan fiscal year inspection activities.
· Review files of facilities to be inspected.
· Prepare referrals for civil or criminal enforcement in accordance with MMD procedures and provide technical assistance to the MMD Enforcement Section in the enforcement process.  
· Serve as a technical representative at consent order negotiations.
· Coordinate with multiple Department of Environment, Great Lakes, and Energy (EGLE) programs, the Attorney General’s Office, the health department, and local units of government.  
· Represent EGLE in court hearings related to escalated enforcement actions.
· Represent MMD in meetings with basic facilities, their consultants, and legal representatives.
· Assist in developing and delivering technical training to the regulated community and the public.
· Respond to requests for information from the public, special interest groups, legislators, other governmental agencies, regulated entities, and consultants.
· Review scrap tire registration applications and prepare registration documents.
· Review scrap tire removal grant applications and make recommendations. Oversee tire removal activities under awarded grants, including pre- and post-removal inspections.




	
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
Scheduling of inspections and determinations on the applicability of environmental regulations, violations, and course of action, including referral to other divisions.  Those affected: the facility being inspected and potentially other EGLE staff and resources if escalated enforcement or referral to another program is warranted.  The surrounding community is affected by how a facility operates its business.  

		17.	Describe the types of decisions that require the supervisor’s review.
Policy and regulatory interpretation strategies where there is no guidance document or precedent.  Decisions where governing law or policy is unclear or mute.  Actions with significant political ramifications.  Decisions on violations to refer for escalated enforcement action and case settlement issues.  Prioritization of workload issues.

		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.
Position involves office, travel, and inspection work, to complete assigned inspections and duties.  Office work, comprising approximately 50% of work time, requires sitting and computer work.  Travel and inspections, comprising the other 50% of work time, requires standing, walking, bending, navigating uneven terrain, as well as occasional lifting.  Inspections and travel occur in all weather conditions   Periodic exposure to strong odors, dust, hazardous materials, and industrial processes.


		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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

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


		23.	What are the essential functions of this position?
To conduct inspections to determine compliance and to perform complaint investigations and follow-up enforcement activities where necessary.  To review documents and prepare registrations, staff activity documentation, and correspondence.  To act as a recognized resource person for district inquiries relating to MMD Programs. 

To be successful in this position, the following competencies have been identified as essential: Communication, Customer Focus, Decision Making, Planning and Organizing Work, Technical/Professional Knowledge and Skills, and Work Standards.


		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
Position has been updated to include Part 169, Scrap Tires, of the Natural Resources and Environmental Protection Act (NREPA) oversight in the Cadillac and Gaylord Districts.
 

		25.	What is the function of the work area and how does this position fit into that function?
The district offices of the MMD are responsible for preventative waste management programs for the following statutes: Part 115, Part 111, Part 121, and Part 169 of the NREPA, and the federal Resource Conservation and Recovery Act (RCRA).  Work activities include site inspections, plan reviews, preparation of referrals, development of compliance schedules, environmental sampling, complaint investigation, and activities related to registration issuance.  This position is responsible for compliance in the district, through the performance of compliance inspections and reviews of registration applications and grant activities.


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

	EDUCATION:
Possession of a bachelor's degree in biological sciences, engineering, physical sciences, resource development, or resource management.

OR

Possession of a bachelor's degree in any major with at least 30 semester (45 term) credits in one or a combination of the following:  biochemistry, biology, botany, chemistry, crop and soil science, engineering, environmental health, environmental science, forest management, geology, ecology, meteorology, microbiology, physics, remote sensing, resource development, resource management, toxicology, or zoology.


	EXPERIENCE:
Environmental Quality Analyst 9-P11
· 9 - No specific type or amount required
· 10 - One year of experience equivalent to Environmental Quality Analyst 10
· P11 - Two years of experience equivalent to District Geologist, including one year equivalent to Environmental Quality Analyst 10


	KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of environmental sciences, applicable environmental laws, and waste management practices, including safety procedures.  Good written and verbal communication skills.  An ability to work effectively with the public and the regulated community.  Must function with a high degree of independence and demonstrate good judgment in determining appropriate response to encountered situations.

	CERTIFICATES, LICENSES, REGISTRATIONS:
None.

	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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