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Position Code

1. PUBHMGR2

	
	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

	
	

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

	
	

	
4.Civil Service Position Code Description

	10.
Division

	Public Health Consltnt Mgr-2
	Division of Environmental Health

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


	11.
Section

	Community Engagement Unit Manager
	Chemical Emergencies and Response 

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	Gerald Tiernan
Chemical Emergencies and Response Section Manager 15
	Community Engagement Unit

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

	Kory Groetsch

State Division Administrator 17
	333 S. Grand Avenue, Lansing, MI. 48933
8:00 to 5:00

	
14.
General Summary of Function/Purpose of Position

	This position is the unit manager for the Community Engagement Unit that is responsible for informing communities of potential health concerns from chemically contaminated sites. 

Community engagement services primarily require working with residents and local health departments to provide logistical support to implement public health action plans at sites, homes, or in communities including during emergency and time-critical responses. This position will supervise a team of community engagement staff that will conduct the following activities: coordinate and operate public meetings, report analytical data back to residents; assist with coordinating environmental public health responses at a local level working with local public health departments including allocation and distribution of funding reserved for emergency relocations of affected citizens; coordinating information exchange between the MDHHS, Department of Environmental Quality, US Environmental Protection Agency, and/or the Agency for Toxic Substances and Disease Registry (ATSDR); interacting with the public via one-on-one conversations, community meetings, booths, displays, home visits, and through a range of public events; oversight of biomonitoring activities .

The unit manager oversees activities for the following functions related to chemical contamination and the potential for impacts on human health: distribution of health education materials to inform the public and other relevant audiences; engaging and informing community members at site-specific community meetings; maintenance of the education and engagement components of the Eat Safe Fish program; relocation of residents affected by chemical contamination caused by vapor intrusion according to MDHHS DEH policy; biomonitoring of residents exposed to chemical contaminants; facilitation of temporary emergency relocations of affected individuals through vapor intrusion and alternate water sources to residents affected by PFAS or other chemical contaminants; coordinating distribution of health education materials to public water supplies on PFAS, lead, copper, and other chemical contaminants.
The unit manager ensures environmental media sampling results are provided to Michigan residents; implements existing MDHHS policies and procedures or develops new policies and procedures around health education and community engagement at sites of environmental contamination; consults with MDHHS Legal Services on legal matters; facilitates distribution of financial resources to local health departments; collaborates with other managers within the Chemical Emergencies and Response and Toxicology and Assessment Sections, as well as with the Division of Environmental Health, federal, state, local, and regulatory agencies to plan and implement community engagement and outreach for the public, health care providers, and other audiences; collaborates with academic, NGO, and other partners. 

This is a dynamic position requiring the unit manager to work as part of a team, work closely with a range of local, state, and federal government staff, as well as with local non-profits that provide emergency, time-critical, or essential services to residents; solve logistical challenges, and work with a wide range of personalities including individuals under stress to ensure public health actions are completed.

	
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
60


Coordinate and manage community engagement and outreach activities.

	Individual tasks related to the duty.

· Manage community engagement and outreach activities and provide technical support for the units and programs within the Chemical Emergencies and Response (CERS) and Toxicology and Assessment Sections (TAAS), as well as Local Public Health.

· Provide oversight for unit staff in determining best practices for development and implementation of engagement and outreach activities for the public, agency staff, and other audiences
· Oversee community engagement and outreach in coordination with the TAAS ATSDR, Site Investigation, Drinking Water Investigation, Vapor Intrusion, and Data Units, as well as Local Public Health entities.
· Participate in internal planning meetings with Unit Managers and Section Manager regarding community engagement efforts, including funding distribution for emergency relocations; serving as a trusted and reliable information conduit for affected residents and local officials; and coordinating information exchanges between on the-ground response teams.
· Oversee the coordination of public meetings in concert with local, state, and federal agencies. 

· Oversee the community engagement technical support efforts for local public health, state and federal agencies, and communities in response to environmental public health events.

· Coordinate staff involvement at community events including public meetings, events, and in-home visits.

· Develop a standard of procedure and train staff to ensure consistency in responses to provide community engagement support to local agencies and communities.

· Participate in internal planning meetings with the CERS and TAAS Section Managers and Unit Managers to identify environmental contamination sites that may require community engagement activities so that resources and staff can be alerted and prepared as needed prior to activation. Participate in high level planning meetings with other State of Michigan and federal programs and agencies.
· Complete necessary reporting documents, including after action reports and response evaluations, identifying areas for process improvement and scoping out best practices; collect forms from local health and other stakeholders needed for auditing purposes; maintain financial and resource implementation records as determined necessary by Section Manager and Division Director for tracking expenditures of general funds.

· Develop and implement necessary trainings for CERS and TAAS staff and community engagement stakeholders as deemed necessary.


	Duty 2

General Summary of Duty 2
% of Time
20


Build and maintain professional relationships with local health department, state and federal agencies, and other local responders as needed, to enhance implementation of environmental public health actions at a community level.

	Individual tasks related to the duty.

· Build partnerships with local health department to collaborate on PFAS, vapor intrusion, and other joint response activities and funding mechanisms. Facilitate partnerships between CE staff and other agency partners.

· Partner with state agencies and external partners such as universities and non-governmental organizations to collaborate on PFAS, vapor intrusion, and other joint response and communication activities to build awareness about environmental public health resources that are available from MDHHS-DEH.

· Serve as liaison between MDHHS and local health or other relevant stakeholders to ensure local officials are aware of emergency funding and procedures for temporary relocations of residents due to environmental contamination; ensure processes and protocols are followed internally and by local health staff with the distribution of response funds from MDHHS; develop and maintain the guidance documents utilized by local health staff and other relevant stakeholders to understand their obligations for distributing and tracking the expenditures related to emergency relocations.

· Develop and maintain statewide baseline guidance documents for community engagement response to environmental public health events, including distribution of emergency relocations funds to the local fiduciaries (local health departments or non-profit organizations) and collect the required data for audit purposes.

· Provide training to response partners including local health departments, non-profits, and other responders as identified.


	Duty 3

General Summary of Duty 3
% of Time
10


Track and evaluate community engagement activities by critical variables that meet reporting requirements associated with responding to internal or external audits, federal or state cost recovery requests, responding to Freedom of Information Act requests, responding to administrations, responding to legislature requests through DHHS legislative liaison, responding to local public health, and responding to DHHS management.

	Individual tasks related to the duty.

· Provide status reports to the Section Manager and other agencies and administration on a routine basis and as requested. 

· Ensure tracking of funding distribution for emergency relocations, alternate drinking water, and other public health responses when funding is available.

· Interpret and implement existing Department rules and policies governing use of general funds for public health response; develop and implement necessary processes, structure, and oversight for emergency relocation events to ensure the necessary information and data are entered on a timely basis.

· Proposes statewide evaluation metrics for community engagement activities and implements approved proposals.


	Duty 4

General Summary of Duty 4
% of Time
10


Provides additional support to the Division and Department of Health and Human Services, as requested.

	Individual tasks related to the duty.

· Selects staff, ensuring equal employment in hiring and promotion.

· Participates on interview teams. 

· Provides input and editorial assistance for reports and section evaluations. 

· Provides briefings on health education and community engagement activities for upper management in support of departmental goals.

· Conducts and attends meetings and conferences on related technical topics and issues.

· Reviews related literature and keeps abreast of professional communication best practices and developments.

· Assists in seeking additional funding through grant writing and reporting. Attend workshops, trainings, and conferences related to community engagement practices, as approved and as funding allows, to identify best practices and potential process improvements.

· Complete any training required by MDHHS.

· All other duties as assigned.


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

The position holder makes work assignments for staff in the unit. Independent judgment is used in all areas of epidemiologic data and evaluation planning, design, analysis and management.  Decisions regarding project design; the type, scope, and extent of community engagement activities at a given site; problem solving with community engagement staff; needed training of community engagement staff; and content and style of presentation of data for reporting and presentation are all done independently. Independent judgment is also used in providing consultation to unit and section staff, as well as external agencies. These decisions affect professional staff, support staff, and operational activities of the Community Engagement Unit, Toxicology and Response Section, the Division of Environmental Health, and numerous outside agencies, in addition to the populations being served by the Division. They will also affect policies and procedures within the Section.


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

The person in this position is a highly skilled and educated professional: minimal oversight is required. The outreach designs and engagement schema involving highly complex issues or far-reaching policy decisions are reviewed and approved by the supervisor and other management positions before being finalized. Guidance is required of the supervisor and the Division Director regarding political interactions, purchases and relocation activities conducted outside of standard protocols, reporting efforts and for issues where policy, procedure or guidance materials do not address or are unclear. The overall plan of work and decision on priorities will be done in concert with the supervisor and the Division Director. Any document with political or institutional ramifications must be reviewed by the supervisor and the Division Director to determine the appropriate actions are taken. Any decisions related to funding outside of purchases covered by approved protocols must be discussed with the supervisor prior to implementation.

	
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.
Physical effort is typical of an office position. Requires valid vehicle operator’s license and occasional travel within the State, including overnights. Less occasionally, travel may be required outside the State. There may be times when work outside of regular hours is necessary for the completion of a project. The employee may need to conduct site visits and attend public events around the state. Survey materials and supplies can be bulky and may weigh up to 40lbs. Site visits may require door-to-door work. The employee would be exposed to local weather conditions. The employee may be exposed to unpleasant and noxious fumes and odors when conducting site visits. Site visits and events may occur up to two to three times a month.


	
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

	Sue Manente
	Public Health Consultant 2A
	Thomas Franke
	Departmental Technician-E

	Laura Gossiaux
	Public Health Consultant-E
	
	

	Kristin Ward
	Public Health Consultant-E
	
	

	Lakecia Powell‐Denson
	Public Health Consultant-E
	
	

	Vacant – Backfill 
	Public Health Consultant-E
	
	


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

Y
Complete and sign service ratings.
Y
Assign work.

Y
Provide formal written counseling.
Y
Approve work.

Y
Approve leave requests.
Y
Review work.

Y
Approve time and attendance.
Y
Provide guidance on work methods.

Y
Orally reprimand.
Y
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?

This position is the unit manager for the Community Engagement Unit that is responsible for informing communities of potential health concerns from chemically contaminated sites. 

Community engagement services primarily require working with residents and local health departments to provide logistical support to implement public health action plans at sites, homes, or in communities including during emergency and time-critical responses. This position will supervise a team of community engagement staff that will conduct the following activities: coordinate and operate public meetings, report analytical data back to residents; assist with coordinating environmental public health responses at a local level working with local public health departments including allocation and distribution of funding reserved for emergency relocations of affected citizens; coordinating information exchange between the MDHHS, Department of Environmental Quality, US Environmental Protection Agency, and/or the Agency for Toxic Substances and Disease Registry (ATSDR); interacting with organizations and the public via one-on-one conversations, community meetings, booths, displays, home visits, and through a range of public events; oversight of biomonitoring activities.

The unit manager oversees activities for the following functions related to chemical contamination and the potential for impacts on human health: distribution of health education materials to inform the public and other relevant audiences; engaging and informing community members at site-specific community meetings; maintenance of the outreach and engagement components of the Eat Safe Fish program; relocation of residents affected by chemical contamination caused by vapor intrusion according to MDHHS DEH policy; biomonitoring of residents exposed to chemical contaminants; facilitation of temporary emergency relocations of affected individuals through vapor intrusion and alternate water sources to residents affected by PFAS or other chemical contaminants; coordinating health education to public water supplies on PFAS, lead, copper, and other chemical contaminants; 

The unit manager ensures environmental media sampling results are provided to Michigan residents; implements existing MDHHS policies and procedures or develops new policies and procedures around health education and community engagement at sites of environmental contamination; consults with MDHHS Legal Services on legal matters; facilitates distribution of financial resources to local health departments; collaborates with other managers within the Chemical Emergencies and Response and Toxicology and Assessment Sections, as well as with the Division of Environmental Health, federal, state, local, and regulatory agencies to plan and implement outreach and engagement opportunities for the public, health care providers, and other audiences; collaborates with academic, NGO, and other partners. 

This is a dynamic position requiring the unit manager to work as part of a team, work closely with a range of local, state, and federal government staff, as well as with local non-profits that provide emergency, time-critical, or essential services to residents; solve logistical challenges, and work with a wide range of personalities including individuals under stress to ensure public health actions are completed.


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

Updated to reflect duties in newly developed Chemical Emergencies and Response Section.


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

The function of the Division is to act as a resource for the evaluation of the effects of the environment on health, including to provide support to the department’s efforts in responding to the elevated chemical exposures to people including from contaminated drinking water and air. Within the division, the Toxicology and Response Section evaluates sites of environmental chemical contamination for health effects on exposed human populations. This unit manager is responsible for managing the Community Engagement Unit.


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

	EDUCATION:

Possession of a master’s degree in public health or a public health related field such as nursing, epidemiology, health education, dietetics/nutrition management, genetics, social work, public administration, counseling with a concentration in community agencies, speech and hearing, audiometry, audiology, or special education with specialization in blind/visual disabilities.

	EXPERIENCE:

Five years of professional, post-master’s experience as a consultant in a field of public health equivalent to a Public Health Consultant, including three years equivalent to a Public Health Consultant P11, two years equivalent to a Public Health Consultant 12, or one year equivalent to a Public Health Consultant 13.

	KNOWLEDGE, SKILLS, AND ABILITIES:

· Thorough knowledge of the needs and problems in the field of community health. Thorough knowledge of the elements of adequate community health care programs. Thorough knowledge of local health agencies.

· Thorough knowledge of the public health sciences.

· Thorough knowledge of the initiation, development, and evaluation of public health programs. Thorough knowledge of the techniques of dealing with individuals and groups.

· Thorough knowledge of community organization.

· Thorough knowledge of the concept of diversity and cultural competency.

· Thorough knowledge of the techniques of partnering with diverse individuals, groups and communities.

· Thorough knowledge of sources and utilization of funding for specialized statewide programs.

· Thorough knowledge of policies, procedures, rules, and regulations relative to the specialized programs being directed.

· Thorough knowledge of survey and research methods. Thorough knowledge of equal employment practices. Thorough knowledge of training and supervisory techniques. Thorough knowledge of employee policies and procedures.

· Ability to direct and evaluate employees.

· Thorough knowledge of equal employment practices. 

· Thorough knowledge of training and supervisory techniques. 

· Thorough knowledge of employee policies and procedures. 

· Thorough knowledge of the department's Diversity, Equity and Inclusion Plan.

· Ability to coordinate state and local health care program activities.

· Ability to maintain records, prepare reports, and compose correspondence related to the work.

· Ability to communicate effectively with others. 

· Ability to maintain favorable public relations.

	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.
Page 1

