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	1. Position Code



	
	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

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

	
	

	
4.Civil Service Position Code Description


	10.
Division

	Environmental Quality Specialist 13
	Materials Management

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


	11.
Section

	Recycling and Waste Minimization Specialist
	Sustainability

	
6.Name and Position Code Description of Direct Supervisor

	12.
Unit



	Emily Freeman, Environmental Manager 14


	Recycling Unit

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

	Jeff Spencer, Environmental Manager 15

	80 Hour work week (hours to be determined)

West Michigan

	
14.
General Summary of Function/Purpose of Position

	This position is responsible for the management and oversight of residential recycling and waste minimization to ensure compliance with Governor Gretchen Whitmer’s Recycling Plan Initiative.  This position serves as a Staff Specialist promoting increased residential recycling, providing technical assistance to local waste management programs, and supporting recycling measurement.  It also functions to promote and oversee other waste utilization activities in accordance with the Materials Management Division (MMD) waste programs.


	
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
60% of Time

Promote increased residential recycling consistent with Michigan’s Residential Recycling Plan by performing one or more of the following duties:

1) Benchmark and measure progress.

2) Educate and provide technical assistance.

3) Stimulate investment, encourage regional collaboration, and increase convenient access to recycling.

4) Sustain the commitment: Governor’s Council on Recycling


	Individual tasks related to the duty.

Benchmark and measure progress

· Collaborate with industry, local governments, and other Department of Environment, Great Lakes, and Energy (EGLE) program areas to identify data and reporting needs.

· Develop and implement measurement program goals.

· Evaluate data collection systems and develop contractual requirements for providers of data collection systems.

· Contact recycling facilities to encourage voluntary participation in recycling data collection.

· Provide information to local governments, recycling service providers, and waste processing facilities on how and why to collect recycling and other waste utilization data.

· Work with local communities and counties to track residential access to curbside and drop-off recycling through municipally-managed or contracted, or subscription-based programs.

· Identify methods to improve data collection and evaluation related to waste utilization.

· Evaluate waste utilization data and prepare reports to be used in developing state policy on improving waste utilization.

· Draft and analyze legislation, rules, and policy to require waste utilization reporting.

Educate and provide technical assistance

· Develop recycling goals and strategies to achieve them at the local level.

· Be the point of contact for residents, communities, counties and regional planning agencies, and industry for residential recycling.

· Interview citizens, local government officials, and waste haulers and evaluate education efforts to gain an understanding of the most effective means to provide recycling education.

· Keep local communities and providers of waste management services informed on the State’s progress at achieving its residential recycling goals.

· Research and evaluate model recycling programs and recommend best practices.

· Facilitate information exchange among local communities to promote best practices in developing and expanding recycling programs.

· Develop and deliver presentations at conferences and community meetings.

· Identify best recycling practices for individual community circumstances.

· Evaluate proposed recycling programs and provide local elected officials with recommendations.

Stimulate investment, encourage regional collaboration, and increase convenient access to recycling

· Facilitate private-public partnerships and regional cooperation for innovative ways to develop, fund, and implement recycling programs.

· Provide financial incentives through grants.
· Meet with heads of county commissions and regional planning agencies to develop strategies to increase recycling access and participation.

· Be the liaison with local, state, and federal economic development officials and industry to facilitate investment in recycling infrastructure.

· Engage local officials directly to use the county solid waste management planning process to facilitate establishment of new recycling infrastructure.

· Evaluate proposed recycling programs for impacts on and opportunities for waste utilization within the region.

· Evaluate the amount of material that could be collected for recycling and provide expert advice to local government and industry on potential opportunities for growth in collection programs. 

Sustain the commitment: Governor’s Council on Recycling

· Provide reports and make presentations to the Governor’s Recycling Council.

· Develop and recommend local and statewide policy to address systematic incentives to increase waste utilization activity.

· Recommend legislation and policy and engage local elected officials and agency heads to incorporate waste utilization into waste management capacity planning. 

· Evaluate and make recommendations for requiring all haulers to offer recycling options.

· Recommend state policy to increase residential recycling rates, and metrics for tracking progress.

· Consult with waste industry, recycling and environmental associations, and local government officials to identify ongoing needs and opportunities for recycling and develop and implement policies to address them.

· Inform local elected officials and legislators in one-on-one meetings on the progress of recycling in their communities and how to sustain the efforts.



	Duty 2

General Summary of Duty 2
30% of Time

Serve as the field technical consultant on the management of solid waste as a resource to promote economic vitality, ecological integrity, and improved quality of life in a way that fosters sustainability.


	Individual tasks related to the duty.

· Make recommendations for improved tracking and oversight of waste utilization under one or more of the following programs:

· Beneficial uses of industrial by-products under Part 115, Solid Waste Management, of Act 451.

· Organic waste management in composting, digestion, and organics minimization programs.

· E-waste recycling under Part 173, Electronics, of Act 451.

· Market development grant projects and uses of scrap tires under Part 169, Scrap Tires, of Act 451.

· Be the point of contact in the field for associations, industry, other agencies, and individuals for information on waste utilization.

· Identify opportunities to increase waste utilization.

· Identify regulatory barriers to waste utilization and recommend improvements to statute, rules, and guidance.

· Evaluate waste utilization data and develop reports on trends and recommendations for improving utilization practices.

· Develop policies and procedures that integrate the various waste program requirements for the oversight of waste utilization facilities by program staff.

· Evaluate waste utilization practices in the field for impacts on the environment, the public health and welfare, and industry.

· Advise the Solid Waste Section on developments in the field and promote its statewide initiatives.




	Duty 3

General Summary of Duty 3
10% of Time

Other projects to support the development and oversight of waste utilization activities.


	Individual tasks related to the duty.

· Assist with the development and implementation of a statewide education and outreach campaign.

· Confer with the other three recycling specialists on their respective areas of specialty to ensure consistency in administering the recycling program areas across the state.

· Attend local community meetings and other events which may be during the evenings and require overnight travel.

· Special projects, research, and evaluation of recycling, composting, and other waste utilization activities.

· Respond to Freedom of Information Act requests.



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

Decisions are made using professional judgment upon review of local recycling programs and waste utilization activities, affecting other waste program staff, residents, local governments, and the regulated community.


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

Decisions affecting division policy, guidance, and legal interpretation of the waste programs.

	
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.
Approximately 60% of time is spent in an office environment; sitting, walking, and computer work.  

Approximately 40% of time is spent in the field on travel and inspections; sitting, walking, and climbing; evening and overnight travel for meetings and other events is required.

Field conditions/hazards:  occasional unpleasant conditions due to odors, noise, and weather; contaminated materials



	
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?

· Initiate actions to achieve residential recycling goals.  
· Build strategic working relationships with associations, communities, and industry. 
· Use advanced knowledge of waste programs to identify opportunities to improve residential recycling and waste utilization. 


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

Updated manager names. No changes to duties.

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

The Sustainability Section works to ensure a better quality of life for all Michigan residents, now and into the future, in a just and equitable manner, while living within the limits of supporting ecosystems. This work is supported through equitable inclusion of all stakeholders and the co-creation of solutions designed to help Michigan businesses and communities see the economic and environmental benefits of voluntary implementation of pollution prevention strategies, and pursuit of sustainable recycling and waste diversion policies, practices and performance.

We do this by:
• Providing technical assistance to businesses, communities and other organizations to enhance their ability to prevent pollution, reuse or recycle surplus materials and comply with regulatory requirements.

• Providing incentives to businesses communities and organizations to start to co-create innovative solutions to prevent pollution and reuse or recycle materials resulting in quality-of-life improvements for Michigan communities.

• Providing recognition to those businesses, communities and organizations who partner with us to ensure a better quality of life for all, now and into the future, in a just and equitable manner, whilst living within the limits of supporting ecosystems.


	
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, 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:

Four years of professional engineering or scientific experience in an environmental protection or regulatory program equivalent to an Environmental Quality Analyst, including two years equivalent to an Environmental Quality Analyst P11 or one year equivalent to an Environmental Quality Analyst 12.
Preferred experience with sustainability.



	KNOWLEDGE, SKILLS, AND ABILITIES:

· Knowledge of one or more MMD waste programs.

· Excellent verbal and written skills.

· Ability to communicate and deal effectively with local government officials and waste industry representatives.


	CERTIFICATES, LICENSES, REGISTRATIONS:

Michigan Driver’s License is preferred.



	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

