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	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

	NEW
	Environment, Great Lakes, & Energy

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

	
	

		4.Civil Service Position Code Description

	10.	Division

	LIMITED TERM Departmental Specialist, 13
	Remediation and Redevelopment

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

	11.	Section

	Brownfield Renewable Energy Specialist
	Brownfield Assessment and Redevelopment Section

		6.Name and Position Code Description of Direct Supervisor

	12.	Unit


	Carrie Geyer, State Administrative Manager-15
	

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

	Joshua Mosher, Assistant Division Director
	Lansing, Constitution Hall, 80 hours/per pay period

		14.	General Summary of Function/Purpose of Position

	 
The Brownfield Renewable Energy Specialist will function as the program manager for the Brownfield Renewable Energy Pilot Program, a $10 million initiative aimed at promoting renewable energy projects on brownfield sites. This role involves managing grant awards, collaborating with state agencies, and engaging with communities, with a focus on low-income and disadvantaged areas. The Program Manager will oversee project implementation, provide technical assistance, and ensure compliance with grant requirements. Additionally, the role includes strategic planning and program evaluation to maximize greenhouse gas reductions, community benefits, and the overall impact of renewable energy projects on revitalized brownfield properties.  NOTE: This is a 2-year limited term 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 of Duty 1	% of Time	30
Manage and oversee the $10 million Brownfield Renewable Energy Pilot Program grant, including policy development, award distribution, and financial compliance.

	Individual tasks related to the duty.
· Create detailed policies and procedures for the grant program, based on EGLE's existing Brownfield Program framework, to ensure clarity and consistency in funding administration.
· Review and assess grant applications, ensuring they meet program criteria and align with goals to reduce greenhouse gas emissions and enhance community benefits.
· Coordinate the timely distribution of grant awards to selected recipients, ensuring compliance with financial regulations and funding timelines.
· Track grant expenditures, oversee financial reporting from recipients, and ensure adherence to federal and state regulations, including EPA requirements.
· Compile detailed financial reports and documentation for internal review, external audits, and regular updates to the EPA and other stakeholders.

	Duty 2
General Summary of Duty 2	% of Time	30
Collaborate with EGLE offices, state agencies, community organizations, and low-income and disadvantaged communities (LIDACs) to promote equitable access and support for renewable energy projects on brownfields.

	Individual tasks related to the duty.
· Facilitate regular coordination meetings with the Office of Climate and Energy and the State Energy Office to align program efforts and share updates on project progress.
· Create and implement tailored outreach plans to engage low-income and disadvantaged communities (LIDACs), ensuring their input and participation in project planning and decision-making.
· Establish and maintain strong relationships with local governments, environmental nonprofits, and community-based organizations to foster collaboration and support for brownfield renewable energy projects.
· Organize and lead workshops, webinars, and informational sessions for stakeholders, providing education on the benefits of renewable energy development on brownfields and available grant opportunities.
· Actively solicit feedback from community members and stakeholders, incorporating their insights into program adjustments to better address local needs and ensure equitable program outcomes.

	

Duty 3
General Summary of Duty 3	% of Time	30
Supervise contract support for technical assistance, develop program strategies, and evaluate project outcomes to overcome deployment barriers and maximize community and environmental benefits.

	Individual tasks related to the duty.
· Manage the procurement process for technical assistance contractors, including drafting scopes of work, evaluating proposals, and ensuring timely onboarding.
· Collaborate with contractors to create comprehensive educational and support materials for grant recipients, covering best practices for renewable energy deployment on brownfields.
· Conduct regular status meetings with contractors to review progress, address challenges, and ensure alignment with program goals and timelines.
· Track the implementation of grant-funded projects, analyzing contractor reports and evaluating project performance against defined metrics for greenhouse gas reduction and community impact.
· Use data and feedback from project evaluations to refine program strategies, addressing identified deployment barriers and enhancing the overall effectiveness of the program in achieving environmental and community benefits.



	
Duty 4
General Summary of Duty 4	% of Time 10%
Other duties as assigned by supervisor

	Individual tasks related to the duty.
· Other duties as assigned by supervisor


[bookmark: AddPage]
	
	16.	Describe the types of decisions made independently in this position and tell who or what is affected by those decisions.
The Brownfield Renewable Energy Specialist will make independent decisions related to ensuring alignment with EGLE objectives while addressing specific challenges in brownfield redevelopment. Decisions will also involve managing contractor selection, performance, and adjustments to project scopes as needed. Additionally, the role requires devising effective stakeholder engagement strategies, particularly for low-income and disadvantaged communities (LIDACs), and making strategic adjustments to the program based on feedback, evaluation outcomes, and evolving regulatory requirements.

		17.	Describe the types of decisions that require the supervisor’s review.
Decisions that may establish or modify RRD or EGLE policies and decisions regarding state expenditures for remedial or redevelopment projects.

		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.
Occasional site visits where contaminated soil, air, or ground water may be present.  The site visits may involve exposure to heat, cold, or wet conditions.  Most of the work is in an office environment with either long hours at a computer terminal or at off-site meetings with communities, developers, local units of government, consultants, and brownfield redevelopment authorities.  Off-site meetings will require traveling via a vehicle or plane travel.
· Sitting- 70%
· Standing- 10%
· Driving- 10%
· Walking, kneeling (site visits, meetings, assessment activities)- 10%

		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?
Yes.

		23.	What are the essential functions of this position?
The Brownfield Renewable Energy Specialist’s essential functions include administering and overseeing a $10 million grant program by developing policies, evaluating applications, managing funds, and ensuring financial compliance. They will coordinate with EGLE offices, state agencies, and community organizations, focusing on engaging low-income and disadvantaged communities (LIDACs). The role involves supervising contractors for technical assistance, ensuring high-quality support materials, and guiding project implementation. Additionally, the Program Manager will lead strategic planning to address renewable energy deployment barriers, refining program components based on data and feedback. Regular program evaluation and compliance reporting to the EPA are also essential to measure outcomes and drive continuous improvement.

		24.	Indicate specifically how the position’s duties and responsibilities have changed since the position was last reviewed.
This is a new limited term position that will manage the Brownfield Renewable Energy Pilot Program that was recently established as a result of funding from a US EPA grant.


		25.	What is the function of the work area and how does this position fit into that function?
The Brownfield Renewable Energy Pilot Program aims to incentivize the development of renewable energy projects on brownfield sites, which are often underutilized due to contamination or previous industrial use. The program’s function is to provide grant funding, technical assistance, and strategic support to facilitate the assessment, cleanup, and redevelopment of these sites for clean energy projects. By focusing on brownfields, the program seeks to address environmental contamination, reduce greenhouse gas emissions, and maximize community benefits, especially in low-income and disadvantaged areas. It serves as a catalyst for transforming blighted properties into productive assets, stimulating economic growth, creating jobs, and supporting the state’s broader climate and renewable energy goals.

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

	EDUCATION:
Possession of bachelor’s degree in any major


	EXPERIENCE:
Department Specialist 13 - Four years of professional experience, including two years equivalent to the experienced (P11) level or one year equivalent to the advanced (12) level.

	KNOWLEDGE, SKILLS, AND ABILITIES:
Knowledge of renewable energy and/or sustainability programs 
Knowledge of brownfield and state clean up program law, policies, and procedures, including Parts 201 and 213
Knowledge of methods of planning, developing, and administering programs.
Ability to formulate policies and procedures relevant to the brownfield renewable energy program based on information of a conceptual nature from varied and complex sources.
Ability to plan, direct, and coordinate programs and administrative activities of a complex, interrelated and interdependent nature, where unknowns and numerous contingency factors are involved. 
Ability to interpret complex scientific and legal documents
Ability to communicate complex issues effectively, both verbally and in writing
Ability to respond appropriately to requests from media and legislators
Ability to appropriately manage conflict
Organizational skills and knowledge of project management
Ability to use Microsoft software products (Word, Access, Excel, PowerPoint) and e-mail


	CERTIFICATES, LICENSES, REGISTRATIONS:
40-hour Hazwoper certification and 8-hour annual refresher training 
Valid Michigan driver’s license

	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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