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

	Federal privacy laws and/or state confidentiality requirements protect a portion of this information.
	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.)
Vacant
		8.	Department/Agency
Environment, Great Lakes, and Energy 

		3.	Employee Identification Number

		9.	Bureau (Institution, Board, or Commission)


		4.	Civil Service Classification of Position
Environmental Quality Analyst 9-P11
		10.	Division
Air Quality

		5.	Working Title of Position (What the agency titles the position)
Asbestos Inspector
		11.	Section
Field Operations


		6.	Name and Classification of Direct Supervisor
Tammy Bell, Environmental MGR 14
		12.	Unit
 Detroit or Warren District Office

		7.	Name and Classification of Next Higher Level Supervisor
Bradley Myott, State Administrative MGR 15
		13.	Work Location (City and Address)/Hours of Work
Detroit - 3058 W. Grand Blvd/
Warren - 27700 Donald Ct
8:00 – 5:00, Monday - Friday

		14.	General Summary of Function/Purpose of Position
This position conducts activities associated with implementation of the federal asbestos national emissions standards for hazardous air pollutants (NESHAP) regulations. Duties include site inspections for demolitions and renovations where regulated asbestos-containing materials (ACM) are present, collection of ACM, proper deposition and documentation of ACM into landfills, asbestos complaint investigations, interpretation of asbestos regulations, and preparation of letters of violation and referral packages for escalated enforcement. Thorough understanding, implementation, and follow-up of observations, documentation, chain-of-custody, database entry, and statewide travel are essential. 






		15.	Describe your assigned duties, percent of time spent performing each duty, and explain what is done to complete each duty.
		List your duties in the order of importance, 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	60
Conduct inspections of facilities to assure compliance with requirements of removal and handling of regulated ACM. Inspections are conducted as a follow-up to notifications, renovations, demolitions and checks of abatement contractors regarding the potential air emissions from facilities with ACM. Knowledge of the asbestos NESHAP (40 CFR Part 61, Subpart M), Act 451, program specific policies and regulations and other health and safety guidelines are required to conduct these activities.

	Individual tasks related to the duty.
· Conduct inspections at subject facilities for compliance with state and federal regulations related to asbestos.
· Collect and submit samples, take photos, and interview/discuss regulations with contractors.
· Assess the work practices of contractors. Observe handling, packaging and disposal of suspect materials.
· Ensure proper documentation and tracking of ACM/waste deposition into landfills.
· Issue verbal or written instructions regarding corrections necessary for conformance with the regulations. 
· Prepare detailed inspection reports, which may include photographs and sample results.
· Prepare violation notices when inspections indicate the contractor/owner is not in compliance with state and federal regulations. Receive, review and determine adequacy of responses.
· Prepare referrals to the Enforcement Unit of alleged violations of the asbestos NESHAP standards. Attend and participate in escalated enforcement meetings. Assist and provide comments on consent order preparations.
· Attend annual Asbestos Awareness Training. Attain knowledge of the hazard and safety practices required in working with asbestos, sealed work areas, heated ducts and chemicals and the tools used on demo/reno projects.
· Maintain and update information in the MiEnviro Portal database.

	Duty 2
General Summary of Duty 2	% of Time	15
Provide interpretation of the asbestos standards contained in the federal NESHAP and respond to numerous questions from the regulated community, division or departmental staff on the interpretation of these regulations and applying them to specific situations. Attain a thorough understanding and research the regulations to respond to the many situations that arise in the renovation and demolition industry. Coordinate with USEPA Region 5 staff from time to time to provide a consistent interpretation at both the state and federal level.

	Individual tasks related to the duty.
· Respond to written or verbal requests for interpretation of the asbestos NESHAP regulations.
· Provide guidance on methods of renovation/demolition as it pertains to these regulations.
· Conduct presentations before groups regarding these regulations to inform and educate interested parties.
· Communicate effectively and maintain favorable public relations.




	
Duty 3
General Summary of Duty 3	% of Time	15
Receive, investigate and resolve complaints/inquiries through phone calls or referrals regarding potential asbestos NESHAP violations. Coordination with other division or Department of Labor and Economic Opportunity MIOSHA staff may be necessary.

	Individual tasks related to the duty.
· Contact complainant immediately if possible.
· Respond to complaints regarding violations or potential violations of state and federal asbestos regulations.
· During site investigation document visit with interviews, photos, sampling.
· Determine if an asbestos NESHAP violation has occurred. If necessary, refer complaint to correct Department, Division or local authority.
· Prepare violation notices if necessary.
· Prepare an activity report for the file.
· Enter and update complaints in MiEnviro Portal.

	Duty 4
General Summary of Duty 4	% of Time	5
Coordinate with the asbestos notification coordinator on deficient or non-standard submittals. Learn the online MiEnviro Portal notification submittal process. On a weekly basis review the target list and choose inspection sites. Research available information outside the notification database for other possible subject demolition/renovation projects.

	Individual tasks related to the duty.
· Review and evaluate pre-abatement work plans and ensure compliance with the asbestos NESHAP.
· Become proficient in the requirements of the notification form.
· Be able to assist with questions on issues with notification.
· Run the targeting program for selection of inspections.
· Review building permits, news articles to obtain information on demolition/renovation projects.


	
Duty 5
General Summary of Duty 5	% of Time	5
Projects and other duties as assigned by the Supervisor, Section Supervisor, Assistant Division Chief or Division Chief.

	Individual tasks related to the duty.
Complete duties as assigned. 
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	16.	Describe the types of decisions you make independently in your position and tell who and/or what is affected by those decisions. Use additional sheets, if necessary.
Independent decisions include selection and scheduling of inspections to conduct inspections, collection and gathering of evidence, citing violations in a written letter, and preparing enforcement packages. Decisions made and directions provided in carrying out the duties of this position have the potential to impact the regulated community and consultants. These decisions and directions can have a direct impact on compliance with air emissions standards, NESHAP regulations, orders, or other control documents. Decisions include which type of inspection to conduct, the schedule, sample collection, and citing violations in a written letter.


		17.	Describe the types of decisions that require your supervisor’s review.
Any decision that would set a Division or Department precedent would be reviewed by the Unit Supervisor. These decisions would be reviewed by the Division upper management as necessary.

		18.	What kind of physical effort do you use in your position?  What environmental conditions are you physically exposed to in your position?  Indicate the amount of time and intensity of each activity and condition. Refer to instructions on page 2.
To conduct the duties required of this position, a person must be willing to be exposed to hazardous atmospheres that require the use of half or full-face respiratory protection, work at elevated locations many times greater than 30 feet or more above ground level, work in somewhat confined areas, be exposed to elevated temperatures (possibly above 100 degrees F), work outside in inclement weather (including low temperatures, snow, or rain) and be exposed to such conditions found at a construction or industrial setting. Must be able to follow or accompany workers in different types of situations. Many sites are located in high-risk, abandoned, lower income areas. Position holder must be willing to travel statewide and may encounter overnight stays.
The individual in this position must be certified by the Department’s selected Occupational Health Physician as able to wear respirator equipment as a prerequisite for employment and annually thereafter. This individual must be willing to make the necessary changes (i.e., removal of facial hair, corrective lenses, etc.) to ensure safe use of personal protective respiratory equipment.

		19.	List the names and classification titles of classified employees whom you immediately supervise or oversee 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.	My responsibility 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.

		21.	I certify that the above answers are my own and are accurate and complete.
 		 		
	Signature			Date


NOTE:  Make a copy of this form for your records.
	
TO BE COMPLETED BY DIRECT SUPERVISOR
	22.	Do you agree with the responses from the employee for Items 1 through 20?  If not, which items do you disagree with and why?
Yes.

		23.	What are the essential duties of this position?
This position conducts inspections to determine compliance with the asbestos NESHAP regulations. Provide interpretation of the asbestos NESHAP for the regulated community, other departmental staff and other agencies. 
This position may require the use of a respirator when performing duties. As a result, this employee must successfully pass their initial physical examination and all subsequent physical examinations to ensure that they are safely able to perform any and all duties without imminent danger to themselves or others. NOTE: In accordance with both the State (MIOSHA) and Federal (OSHA) Respiratory Protection requirements, the employer shall not permit respirators with tight-fitting face pieces to be worn by employees who have facial hair that comes between the sealing surface of the face piece and the face or that interferes with valve function; or any condition that interferes with the face-to-face piece seal or valve function.


		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
New Position.


		25.	What is the function of the work area and how does this position fit into that function?
This position will be stationed in Detroit District Office, or the Southeast Michigan District office. The function of the work area is the execution of the Division’s assigned responsibilities in the implementation of state and federal statutes to address the air quality regulations in Michigan. This position is directly involved with the asbestos NESHAP program.


		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 the biological sciences, engineering, environmental studies and sustainability, 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, ecology, engineering, environmental health, environmental science, environmental studies and sustainability, forest management, geology, meteorology, microbiology, physical geography, physics, remote sensing, resource development, resource management, toxicology, or zoology.



	EXPERIENCE:
No experience required at the 9 level. One year of experience equivalent to the 9 level required for the 10 level. Two years of experience equivalent to an EQA, including one year equivalent to the 10 level required for the P11 level.


	KNOWLEDGE, SKILLS, AND ABILITIES:
Ability to read and understand complicated regulations related to air quality including, but not limited to, building materials and specifications, heavy equipment specifications, etc. Ability to communicate well on a technical basis in both verbal and written formats. 

	CERTIFICATES, LICENSES, REGISTRATIONS:
Valid driver’s license preferred.
The job duties and essential job functions of this position have been identified as requiring participation in the Department’s health monitoring program. 


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

		27.	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

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


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