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ENVIRONMENTAL ASSISTANCE COORDINATOR

DESCRIPTION:   Under limited supervision, coordinate, facilitate and provide the delivery of proactive environmental assistance to the regulated community and the public.  The assistance activities include, but are not limited to, the following:  small community assistance, pollution prevention assistance, assistance to any business or industry that is subject to Department regulations, assistance to the public, assistance to those involved with releases into the environment and to those involved in the State’s Homeland Security effort.  This involves coordination with numerous entities including, but not limited to: Federal agencies, other state agencies, local governments, trade associations, local Emergency Planning Commissions, trade associations and non-governmental organizations.
EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Conduct and direct strategic program planning activities to ensure success of program.

Direct and oversee implementation of the plan, making maximum use of available resources.

Attend and make presentations at various meetings and conferences; explain assistance programs and encourage proactive action be initiated.
Partner with local, state, federal and private organizations in a synergistic manner to provide needed environmental assistance and advice.

Supervise activities of those volunteering to work with program including agency staff, other state agency staff members, and staff from partner organizations.

Manage grants and contracts to ensure conditions and obligations are met.

Provide training individually and at meetings, workshops, and conferences for both the regulated community and public.
Prepare news articles, reports and contracts.

Manage budget information and revise as needed.

Develop educational and informational materials.

Attend/conduct meeting with local, state, regional and national representatives.

Research technical and programmatic questions from the regulated community and the public to provide accurate information on matters related to environmental and public health requirements.
ENVIRONMENTAL ASSISTANCE COORDINATOR (continued)
FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED: (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  local, State and Federal environmental laws, regulations, and standards; biological, physical and chemical sciences as they apply to ecosystems; best management practices as they effect environmental quality.

Ability to:  present and defend agency policy and procedures; prepare complex technical papers and reports; work independently and use the abilities of others to achieve objectives; use computers and other tools for data storage and analysis.

Skill in:  Building teams and coordinating various interests in a synergistic manner,

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  Environmental regulations and related application.  Working with small communities and understanding small community dynamics.  Excellent oral and written communications is required.
Ability to:  establish and maintain effective working relationships with public and private officials and with the general public; communicate effectively both orally and in writing; organize, analyze and interpret data to draw conclusions and write reports.

JOB PREPARATION GUIDELINES: (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)  Master's degree in Business Administration, Community Planning or Environmental Studies with work relating to environmental quality, engineering, physical or biological sciences.
OR

Bachelor Degree in the above or a related field, plus two years of work experience in a similar area.  Education should include a broad background in disciplines and sciences related to the environment.  Additional background in technical writing, resources planning beneficial.  Should be proficient or able to attain proficiency in Word, Power Point, Excel and the Internet.  Some knowledge of soil science, chemistry, geology, biology, statistics, technical writing, resource planning, and computer programming preferred.
