State of Michigan Civil Service CommissionPosition Code

1. STDDADM1871N

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 the information 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

MDHHS-COM HEALTH CENTRAL OFF

	3. Employee Identification Number

	9. Bureau (Institution, Board, or Commission)

Environmental Health

	4. Civil Service Position Code Description

STATE ADMINISTRATIVE MANAGER-1 15
	10. Division

Toxicology and Response

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

Toxicology and Assessment Section Manager
	11. Section

Toxicology and Assessment Section

	6. Name and Position Code Description of Direct Supervisor
Amanda Paust
State Division Administrator 17
	12. Unit



	7. Name and Position Code Description of Second Level Supervisor
Kory Groetsch
State Bureau Administrator 18
	13. Work Location (City and Address)/Hours of Work
333 South Grand Ave.; LANSING, MI 48913
M-F 8:00 to 5:00

	14. General Summary of Function/Purpose of Position
This position is manager of the Toxicology and Assessment Section and will be responsible for administrative duties including, but not limited to, annual evaluations, time and attendance, performance measures, scorecard metrics, mentoring staff, determining work assignments, recommending disciplinary actions, and ensuring a professional work environment that complies with all state and federal requirements. The section manager is responsible for ensuring the consistent application of the Agency for Toxic Substances and Disease Registration (ATSDR) public health assessment guidance and U.S. Environmental Protection Agency risk assessment guidance. The section manager is responsible for overseeing the work of three unit and complex work assignments as assigned by the Division Director. The section manager will directly supervise three unit managers and be responsible for coordinating the work practices across units to ensure consistent application of the best available science and public health practices to protect sensitive and/or vulnerable residents in Michigan. This position works cooperatively with federal, state, and local health and regulatory agencies to address concerns of human exposures to environmental contamination. The person in this position interacts with the public, local, state, and federal officials via meetings, telephone conversations, e-mails, and on-site visits, responding to community health concerns and providing information to protect public health. This position uses knowledge in toxicology, risk assessment, epidemiology, scientific methods, and public health practice to evaluate and oversee the application of ATSDR and EPA guidance to assess, document, defend, and make public health determinations. 









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:	60

Manage and coordinate three public health units that investigate human exposure to environmental contamination and makes public health determinations to protect sensitive and/or vulnerable populations. 
Individual tasks related to the duty:
· Assists in planning and directing of the Toxicology and Assessment Section under the supervision of the Division Director.
· Organizes and controls all work activities of the Toxicology and Assessment Section.
· Recommends and implements processes to ensure consistent application of the best available science in risk assessment and public health practice across the two units.
· Clear communication of section priorities and processes to all section staff.   
· Track section and unit priorities, maintain high-level knowledge of staff work assignments.
· Coordinates work by scheduling work assignments and directing work of subordinate supervisors.  
· Conducts section meetings, attends unit meetings as necessary, to address operating problems, budgetary matters, technical concerns, and status of programs or projects.
· Reviews all public health determinations for compliance with guidance methods, public health practice and best available science.
· Reviews, edits, and approves all written materials for public use generated by the Toxicology and Assessment Section. 
· Informs the Division Director of Section work, seeks input, and highlights priority issues. 
· Oversees or completes other duties as assigned by the Division Director.

	Duty 2
General Summary:	Percentage:	15

Formulates current and long-range programs and plans to maintain or expand the work of the Toxicology and Assessment Section.
Individual tasks related to the duty:

· Develops budget recommendations for personnel services, equipment, travel, supplies, materials, or special requirements.
· Identifies, recommends, and pursues to completion additional funding through, but not limited to, federal grants, federal cooperative agreements, private foundations, and state funding opportunities. 
· Develops and recommends strategic plans to assess exposures and risks from environmental chemical exposures. 


	Duty 3
General Summary:	Percentage:	10

Selects, hires, and assigns staff, ensuring equal employment opportunity in hiring and promotions, identifies staff development needs and ensures that training is obtained; ensures that proper labor relations and conditions of employment are maintained.

Individual tasks related to the duty:

· Identifies staff development and training needs and ensures that training is obtained.
· Ensures proper training and guidance in the ATSDR Public Health Assessment Guidance and U.S. Environmental Protection Agency risk assessment guidance and best available science. 
· Identifies staffing needs to address workload, conducts hiring, discipline, and promotion of Section staff.
· Participates on interview teams. 

	Duty 4
General Summary:	Percentage:	5

Directs revision of rules, regulations, and procedures to meet changes in law or policy. 
Individual tasks related to the duty:

· Identify new or revised DHHS policies and recommend and implement updates to Toxicology and Assessment Section procedures. 
· Respond to requests for input on revisions to rules, regulations, or procedures that would alter current practices of the Toxicology and Assessment Section. 
· Analyze the impact of federal, state, and local legislation, prepare position statements for submission to the DHHS legislative liaison and as directed present testimony at hearing. 
· Ensure compliance of Section staff with updates to revised rules, regulations and procedures.

	Duty 5
General Summary:	Percentage:	5

Confers with officials of federal, state, and local agencies, professional organizations, and interest groups on matters relating to the program. As directed and through proper channels, responds to legislator’s or governor’s aides.   
Individual tasks related to the duty:

· Attends workshops, trainings, conferences, webinars in relevant topics, and as funding allows to maintain official relationships.
· Coordinates and keeps informed the Division Director of official communications to the above stated groups.
· Maintains records of correspondences relevant to work.  

	Duty 5
General Summary:	Percentage:	5

Maintains records, prepare reports, and conducts correspondences relative to the work. Performs Division related work assignments, as needed.
Individual tasks related to the duty:

· Maintains organized records of work. 
· Writes technical and procedural documents to record determinations.
· Performs work assignments as directed by the  Division Director.  

	




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

Budget implementation and personnel management within the Section, including supervision of professional staff, day to day operations of the Section. Apply for federal grants, developing budget proposals, and managing budgets of federally funded projects, and ensuring that Section activities achieve overall goals and objectives of the Section, Division, Bureau and Department.  Independent judgement is needed when representing the Department at various meetings and conferences and in the liaison with federal, state, and local agencies. Review, recommend, and finalize public health determinations regarding environmental chemical exposures. 

	

	17. Describe the types of decisions that require the supervisor's review.
The health opinions and health action recommendations reported in Public Health Consultation or Public Health Assessment for highly complex or for sites with far-reaching policy decisions are reviewed and approved by the Division Director before being finalized. Health opinions and recommendations are also provided to the Division Director.
Approval of major policy documents, implementation of Section activities that may impact on overall Departmental functions, priorities, resource allocations, and promulgation or revisions of rules.

	

	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.

Office work and on-site activities. May be required to respond to emergencies or time-critical events after normal work hours and on weekends. The only physical effort required in this position would be the carrying of a mercury vapor analyzer machine, less than 10 pounds in weight, if the section manager attends to a mercury spill event. The employee may attend one of these calls once a year. The employee may be exposed to unpleasant and noxious fumes and odors when conducting site visits. The employee may need to maneuver over uneven ground. These sites are usually outside and the employee would be exposed to local weather conditions. Site visits may occur up to two to three times a year.

	

	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.
	Name
	Class Title
	Name
	Class Title

	Rosa Jaiman
	Toxicology Manager 3
	
	

	Andrea Keatley
	Environmental Manager 3
	
	

	Lisa Hainstock
	Environmental Manager 3
	
	

	Michelle Benin
	Secretary A
	
	

	
	
	
	




Additional Subordinates

	

	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?

Managing the Toxicology and Assessment Section, including personnel, budgets, policy development, resource allocation and procurement, and oversight over outputs. This position reviews and approves the work of other toxicologists, including reviewing risk assessment approaches, scientific literature, conclusions, recommendation, and public health action plans. 


	

	24. Indicate specifically how the position's duties and responsibilities have changed since the position was last reviewed.
	
Updated to match bureau structure.  

	

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

The function of the Bureau 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 chemical exceedances in drinking water and vapor intrusion. Within the Bureau, the Toxicology and Assessment Section evaluates sites of environmental chemical contamination for health effects on exposed human populations. 

	

	26. What are the minimum education and experience qualifications needed to perform the essential functions of this position. EDUCATION:
A bachelor's degree or higher in any major.

EXPERIENCE:

Four years of professional experience, including two years equivalent to the P11 level or one year equivalent to the 12 level.

KNOWLEDGE, SKILLS, AND ABILITIES:

· Advanced knowledge of the scientific principles, practices and procedures of toxicology and biology. 
· Knowledge, skills and abilities to develop program goals, objectives and implementing staff work plans, based on best evidence and an understanding of management priorities and policies. 
· Extensive experience in supervising, mentoring, and directing staff.
· Knowledge and experience in developing and managing contracts and grants.
· Knowledge, skills and abilities relevant to communicating effectively with others both orally and in writing. 
· Skills and abilities relevant to working effectively under pressure.
· Knowledge, skills, and abilities relevant to interacting and collaborating with professionals in state and local health departments, healthcare, and non-profit organizations.
· Ability to establish and maintain effective working relationships with a wide variety of individuals and groups whose views and public position may differ from the Department’s.
· Advanced knowledge of the practice of compiling and summarizing highly complex scientific literature. 
· Knowledge of ATSDR public health assessment guidance and EPA human health risk assessment procedures. 
· Ability to convey highly technical information to the lay public through effective written and oral communication. 
· Ability to maintain records and prepare public health assessments and consultations in accordance with ATSDR guidance.

NOTE: Equivalent combinations of education and experience that provide the required knowledge, skills, and abilities will be evaluated on an individual basis.
CERTIFICATES, LICENSES, REGISTRATIONS:
NOTE: Civil Service approval does not constitute agreement with or acceptance of the desired qualifications of 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	Date


TO BE FILLED OUT BY APPOINTING AUTHORITY


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


	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.



	
Employee	Date



