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POSITION DESCRIPTION

Capitol Commons Center, P.O. Box 30002
Lansing, MI 48909

1. WORSREPAA47R

Position Code

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

LEO-LABOR AND ECON OPPORTUNITY

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

Michigan Occupation Safety and Health Administration 
(MIOSHA)

4. Civil Service Position Code Description 10. Division

WORKPLACE SAFETY REP-A Construction Safety and Health Division (CSHD)

5. Working Title (What the agency calls the position) 11. Section

Senior Construction Safety Officer

12. Unit6. Name and Position Code Description of Direct Supervisor

BOTT, JOHN; DEPARTMENTAL MANAGER-3

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

PAUL, BRIAN; DEPARTMENTAL MANAGER-4 Home office with access to Ottawa, Muskegon, Oceana, 
Lake, Newaygo, Mecosta, Osceola, Mason counties / Monday 
– Friday 8:00 am to 5:00 pm

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

Performs and completes a variety of professional assignments involving the review, investigation, and analysis of 
workplace operations, environment, tools, equipment, and processes in a broad range of construction workplaces to ensure 
the Michigan Occupational Safety and Health Act (MIOSH Act) and other workplace safety rules and regulations are 
appropriately adhered to providing a safe and healthy work environment for Michigan workers.  Performs work 
independently with minimum assistance from management through application of knowledge, practices, rules, policies and 
regulations related to industry standards to minimize potential safety and health risks in the workplace. 

14. General Summary of Function/Purpose of Position



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: Percentage: 45

Initiate, plan, and perform comprehensive workplace safety assessments and investigations for the more complex cases for 
construction operations.  Evaluate work operations and practices, tools and equipment, and conditions.  Analyze information 
and determine potential hazards and violations of the MIOSH Act and/or other industry standards.

Individual tasks related to the duty:

• Independently coordinate and conduct complex programmed inspections; inspections involving complex construction processes; and the most 
complex/controversial MIOSHA fatality, catastrophe, and imminent danger investigations. These investigations are complex due to the 
circumstances of the incident, the equipment or processes involved, use of new technologies, language barriers, or other unusual circumstances 
which require more intense investigation to determine the sequence of events and the possible inter-relationships contributing to the incident.

• Independently conduct investigations in a wide range of complex construction processes. Examples include large multi-employer construction 
projects and complex fall protection issues.

• Conduct investigations and consistently generate work products that require minor, if any, modifications, revisions, or supervisory guidance. 
Independently identify problem areas, assess needs, and determine proper courses of action for investigations.

• Conduct the most complex investigations which may require a team reproach.  Coordinate and oversee the work of the group to ensure efficient 
and effective operation.

• Conduct investigations of multi-employer work sites that are complex due to the significant number of employers and employees present, and 
where in-depth investigation is needed to identify the creating employer, controlling employer, and correcting employer.

• Conduct investigations that are high-profile or politically sensitive, due to the potential of significant media coverage or involvement with an elected 
or appointed official.

• Explain the investigation procedures to be followed, the employer’s and employee’s rights and obligations and the relationship between the 
MIOSHA enforcement and the MIOSHA consultation programs.

• Observe workplace operations and practices, tools and equipment, and workplace conditions to evaluate potential hazards.
• Identify potential violations of state safety standards and determine hazard correction schedules.
• Investigate and analyze workplace accidents, injuries and fatalities incidents; and employee complaints and referrals to identify contributing factors 

and determine violations of MIOSH Act standards.
• Conduct in-depth interviews with witnesses to workplace accidents, injuries and fatality incidents; and during complaint and referral investigations.  

Review conditions, equipment and evidence, and prepare thorough summaries of findings related to the investigation.  Take appropriate action to 
ensure deficiencies are rectified to minimize the likelihood of repeat incidents.

• Evaluate injury and illness reports during the investigative process to identify trends or correlation between accidents and such characteristics of 
jobs as their methodology, equipment, or environment.

• Review, evaluate, and analyze existing workplace safety and health management systems, accident prevention programs, and hazard control 
procedures, provide feedback regarding effectiveness and make recommendations for improvement.

• Conduct meetings with employers to fully explain alleged violations and identified concerns related to MIOSH Act and industry standards.  Review 
and explain assessment of identified potential hazards, and provide recommendations to eliminate health and safety hazards and concerns.  
Explain rights and responsibilities as defined under the MIOSH Act.

• Provide enhanced abatement advice for hazards identified for engineering controls, administrative controls, personal protective equipment, and 
training. 

• Identify potential health hazards in daily work.  Work in conjunction with industrial hygienists, and refer cases to appropriate staff for further action 
as necessary. 

Duty 2

General Summary: Percentage: 10

Conduct work and maintain records in assigned Official Workstation (OWS).    
Individual tasks related to the duty:

• Research and interpret applicable state and federal laws and standards for inclusion in comprehensive reports and correspondence related to 
identified violations, potential hazards, and accident/illness incident investigations.

• Research case law, legal decisions, and policies related to current cases, and maintain a current knowledge of federal and state laws pertaining to 
the work.

• Provide assistance, expertise, and regulatory guidance in response to inquiries from the general public, associations, trade unions, government 
entities, owners, employers, and employees regarding interpretation and application of various occupational safety and health regulations.

• Provide telephone consultation or written responses to inquiries from Ask MIOSHA or MIOSHA Info questions, or other direct inquires from 
employees/employers and the general public.

• Review existing and current technical literature to maintain current knowledge and skills relative to construction operations and practices, safety 
hazards, equipment and tools, and analytical methods used to evaluate workplace hazards.

• Develop expertise with one or more complex occupational safety standards or enforcement issues that are performance-oriented and that require 
substantial understanding and professional judgment for proper application.

• Submit and maintain copies of weekly activity reports (Form 31S) and monthly mileage log.
• Maintain records and submit time and expense reimbursements.
• Effectively manage phone calls, voice mail, email, and other communication.
• Follow established policies for working in a home office.



Duty 3

General Summary: Percentage: 25

Prepare a technical report on all aspects of an inspection or investigation.

Individual tasks related to the duty:

• Prepare detailed written reports of the assessment findings, issue notices of potential hazard alerts, and provide recommendations to eliminate 
health and safety hazards and concerns. 

• Review written report to ensure accuracy of documentation including forms and worksheets, applicability of standards, and addressing all complaint 
and referral items.

• Proofread draft report for grammar, punctuation, style and spelling.
• Complete required forms as part of report with minimal correction/editing by supervision.
• Establish and document reasonable abatement/correction time schedules for all hazards/violations.
• Calculate citation penalties using the policy and procedures established in the Field Operations Manual and other applicable agency and division 

instructions and memos. 
• Develop and submit new SAVEs as needed.Develop new citations where no specific standards exist to address complex enforcement issues.
• Research and locate sources of information for new or improved safety hazard correction methods.
• Research recommendations on more complicated correction methods and interim employee protections.
• Prepare recommendations on requests for variance to the established safety standards.
• Submit report for review by supervisor in a timely manner.
• Work with supervisor to finalize report.
• Follow established policy for completing inspection case work.
• Assist supervisors in reviewing case files, processing inspection reports, and abatements and closing of case files.

Duty 4

General Summary: Percentage: 10

Participate in informal and formal hearings related to construction safety investigations.

Individual tasks related to the duty:

• Provide assistance to the Safety Supervisor, Safety and Health Manager, and Assistant Attorney General in preparing for both informal and formal 
administrative hearings associated with their investigations.

• Provide testimony at both informal and formal hearings pertaining to appealed reports that are associated with their investigations.
• Assist supervisors in processing appeals of citations issued by the division.

Duty 5

General Summary: Percentage: 2

Promote and encourage use of MIOSH Act consultation services, as appropriate, to assist the employer in rectifying 
deficiencies/hazards and to create and maintain a safe work environment.
Individual tasks related to the duty:

• Provide Consultation, Education and Training (CET) Division publications to construction industry to promote CET services.
• Communicate with employers the value and benefits of implementing a safety and health management system.
• Promote the MIOSHA Training Institute (MTI), cooperative programs, and current initiatives with trade organizations, associations, and employee 

groups to increase worker safety awareness.
• Promote CET services at conferences and expos.
• Promote use of MIOSHA website to obtain training resources and information on standards and workplace safety

Duty 6

General Summary: Percentage: 3

Assist with conducting safety-training and developing training materials for MIOSHA employees and the public.

Individual tasks related to the duty:

• Represent MIOSHA at expos, conferences, and other groups.
• Develop presentations.
• Use PowerPoint software, laptop computer and projector to generate/present training sessions.
• Use existing, available MIOSHA publications as training tools.
• Conduct training at a level appropriate to the audience to ensure understanding.
• Research and write safety fact sheets and interpretations of common MIOSHA standards, program requirements, and best practices.
• Provide extensive and ongoing in-service training and on-the-job-training for new inspectors by serving as mentor.Serve as an exemplary role 

model for professional conduct and adherence to department, bureau, and division policies and procedures.
• Train less experienced inspectors on complex or highly specialized issues.Pilot new initiatives, develop new training programs, provide input on 

training needs or areas that need revision, collect information and examples, and develop training programs using visual media.Coordinate all 
aspects of a complete training cycle.



Duty 7

General Summary: Percentage: 5

Perform other related tasks as assigned.

Individual tasks related to the duty:

Accept and complete other related assignments such as, but not limited to:

• Represent division or agency on special projects and work groups/committees.
• Participation as a CSHD representative on standard advisory committees.
• Participation in skills development/training.
• Participation in cross training activities.
• Perform monitoring investigations to assist employers with abatement of complex safety hazards/violations. Make recommendations for abatement 

and/or strategies to resolve specific citations or hazard issues.
• Serve as MIOSHA liaison, including the leadership role, on partnerships and alliances with employers and employees, associations, and unions.
• Serve as liaison with outside agencies or organizations for the purpose of coordinating investigations or explaining complex MIOSHA requirements 

and standards, as well as difficult safeguarding issues.

• May occasionally require an employee to work under extreme weather conditions and environmental conditions at 
worksite.

• May occasionally require an employee to work in establishments where diseases and illnesses may be present.
• May occasionally require an employee to work in establishments with hazardous work environments, including 

unpleasant and noxious fumes and odors.
• May occasionally require an employee to work in tunnels and crawl spaces. 
• May occasionally require an employee to work in adversarial situations.
• Frequent exposure to physical hazards when walking through workplaces. May require an employee to bend, reach, 

walk, or stand for extended periods; stoop in small or cramped spaces; climb ladders and scaffolds; walk on uneven 
terrain; access high structures; and carry up to 40 pounds.

• Frequent driving for extended periods of time to reach workplaces throughout the state, at times in hazardous weather 
conditions. 

• This position requires an annual audiometric test. Also, some positions may include the mandatory use of a respirator, 
which requires an annual physical to ensure the ability to perform the duties of this position. In addition, some 
positions may require candidates to pass a hyperbaric tunnel physical as a portion of the interview process in order to 
ensure the ability to perform investigations in a pressurized tunnel.

• Some of the above conditions may require the use of appropriate personal protective equipment.

18. What kind of physical effort is used to perform this job? What environmental conditions in this position physically exposed to on the job? 
Indicate the amount of time and intensity of each activity and condition. Refer to instructions.

Application of new Department, Division, or Program policies.  Decisions regarding enforcement activity when employers are 
receiving services from CET.  Employee time and expense approval or other personnel related issues.

17. Describe the types of decisions that require the supervisor's review. 

• Determine techniques/methodologies to be used when questioning and interviewing employers and employees during 
investigations.

• Identify safety hazards and alternative methods of abatement.
• Identify and implement techniques and methodologies to persuade employers and employees to implement and 

maintain safe work practices.
• Assist employers and employees in solving workplace safety problems.

Michigan employees exposed to hazardous workplace conditions are affected by these decisions, employee injury/illness 
rates are affected; and workers’ compensation and disability costs are potentially reduced by positive actions made by 
employers and employees as a result of these decisions.

16. Describe the types of decisions made independently in this position and tell who or what is affected by those decisions. 

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.

Additional Subordinates



Complete and sign service ratings.

Provide formal written counseling.

Approve leave requests.

Approve time and attendance.

Orally reprimand.

Assign work.

Approve work.

Review work.

Provide guidance on work methods.

Train employees in the work.
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20. This position's responsibilities for the above-listed employees includes the following (check as many as apply):

EDUCATION:

Possession of a bachelor’s degree in any major.

Preferred:  Possession of a Bachelor’s degree or Master’s degree in Occupational Safety and Health, Occupational Safety, 
Industrial Safety, Safety Engineering, Environmental Health, or Industrial Hygiene; OR a Bachelor’s degree in an unrelated 
field and occupational safety and health experience where responsibilities involve the interpretation and application of safety 
and health standards, or safety and health regulations or equivalent.

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

Workplace Safety Representative 12
Three years of professional experience conducting workplace safety investigations and analysis equivalent to a Workplace 
Safety Representative 9, including two years equivalent to a Workplace Safety Representative 10 or one year equivalent to a 
Workplace Safety Representative P11.

Alternate Education and Experience

Workplace Safety Representative 12
Educational level typically acquired through the completion of high school, AND 1) Three years of responsibility for workplace 
safety, or, 2) Three years of experience investigating/inspecting workplaces for compliance with occupational safety 
standards, or, 3) Seven years of skilled trade work experience in construction or general industry, three years of which shall 
have been as a journey level skilled trade worker.

EXPERIENCE:

KNOWLEDGE, SKILLS, AND ABILITIES:

This work area provides occupational safety investigations of private and public establishments to achieve compliance with 
the Michigan Occupational Safety and Health Standards.  Assistance is provided primarily by conducting safety investigations 
that are followed by a formal written report.  The intent is to recognize, abate and prevent the occurrence of hazardous 
working conditions to prevent occupational injuries by enforcing the Michigan Occupational Safety and Health Act in all 
construction places of employment.

25. What is the function of the work area and how does this position fit into that function?

Minor update to include requirements of annual audiometric test, use of respirator, annual physical, and hyperbaric tunnel 
physical verbiage to box 18. 

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

• Work independently with minimum assistance from management. 
• Evaluate, review and investigate for safety compliance in construction workplaces.
• Identify safety hazards.
• Provide expertise and advice on how to correct and control hazards.
• Conduct follow-up visits on hazards. 
• Assist employers/employees in systematically complying with MIOSHA requirements. 
• Interact with various levels of management and government officials and exhibit good professional judgment.

23. What are the essential functions of this position?

Yes

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



None

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

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

• Knowledge of assessment and investigative techniques and procedures used in conducting workplace hazard 
analysis.

• Knowledge of rules, regulations, statutes, policies, and procedures related to the work.
• Knowledge of interviewing techniques.
• Knowledge of report writing methods and procedures.
• Knowledge of workplace processes, equipment, tools, and materials related to workplace operations, occupational 

hazards, and safety precautions applicable to a variety of work settings.
• Knowledge of the principles and practices of research and analysis.
• Ability to conduct investigations and analyze findings in conjunction with application of rules, regulations, policies and 

procedures.
• Ability to interpret and apply complex procedures, rules and regulations to identify workplace safety practices, 

procedures, programs and work conditions that could result in worker injuries.
• Ability to interview others, obtain evidence, and prepare detailed reports of findings.
• Ability to resolve and abate issues at the closing conference.
• Ability to prepare legal notices of violations and recommend improvements.
• Ability to work as a member of a team.
• Ability to speak before groups and conduct meetings.
• Ability to conduct meetings with employers to discuss findings and/or conclusions, convey information, and resolve 

safety concerns.
• Ability to provide credible testimony in administrative hearings and in court.
• Ability to observe critically and determine appropriate course of action.
• Ability to input, retrieve, and manage electronic reports and documents.
• Ability to maintain records, and prepare documentation, reports and documents related to the work.
• Ability to organize, evaluate, and present information effectively.
• Ability to maintain favorable public relations and outstanding customer service.
• Ability to deal with potentially hostile situations.
• Ability to communicate and work effectively with others.

CERTIFICATES, LICENSES, REGISTRATIONS:

• Possession of a valid driver’s license.
• Possession of a Certified Safety Professional (CSP) designation is desirable.
• Position requires an annual audiometric test and the mandatory use of a respirator, which requires an annual physical 

to ensure the ability to perform the duties of this position. In addition, some positions may require candidates to pass a 
hyperbaric tunnel physical as a portion of the hiring/interview process to ensure the ability to perform investigations in 
a pressurized tunnel.

I certify that the entries on these pages are accurate and complete.

Appointing Authority Date

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 Date

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.

TO BE FILLED OUT BY APPOINTING AUTHORITY



Employee Date


