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City of Santa Fe, New Mexico

P.O. Box 909, 200 Lincoln Ave

(505) 955-6597  Fax (505) 955-6810
www.santafenm.gov
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Recruitment Announcement # 2012-009
POSITION TITLE:
Environmental Compliance Assistant
SALARY RANGE:
$12.69-23.89
DEPARTMENT:
Public Utilities
FLSA/UNION STATUS:
COVERED/UNION
PERIOD TO APPLY:
 7/21/11-8/9/11 (NO LATER THAN 5:00 P.M.)
POSITION STATUS:
CLASSIFIED/FULL TIME

SUPERVISOR:
Brian Snyder
LOCATION:
Water Division
*************************************************************************************************************************************************************************
GENERAL DESCRIPTION

The Environmental Compliance Trainee assists the Environmental Compliance Officer in advising the Public Utilities Department, Public Works Department, and other City staff in environmental regulatory management and compliance with applicable federal, state, and local laws affecting the City’s systems and operations.

SUPERVISION RECEIVED
Works under the general guidance and direction of Department or Division head.

SUPERVISION  EXERCISED
None.
ESSENTIAL FUNCTIONS The list of essential functions, as outlined herein, is intended to be representative of the tasks performed within this classification. It is not necessarily descriptive of any one position in the class. The omission of an essential function does not preclude management from assigning duties not listed herein if such functions are a logical assignment to the position.
· Assists the Environmental Compliance Officer in advising staff of changes and interpretations in laws and regulations; in ensuring compliance with permit requirements and deadlines; analyzing and evaluating compliance requirements to determine applicability to the City’s circumstances and operations.

· Assists the Environmental Compliance Officer in preparing draft letters and documents pertaining to permit compliance and other regulatory matters; preparing progress reports for compliance schedules, request for proposals (RFP’s) to meet compliance requirements and permit applications; and drafting City ordinances and other related documentation.

· Collects environmental samples, compiles data and evaluates data for internal auditing purposes; reviews and summarizes data; and drafts reports and makes recommendations to staff.

· Participates in special projects and studies to meet compliance requirements; coordinates sample and data collection; and drafts public outreach materials and programs.

· Keeps current with applicable federal, state, and local laws and regulations including the Clean Water Act, Safe Drinking Water Act, Emergency Planning and Community Right-to-Know Act, Resource Conservation and Recovery Act (RCRA), and other applicable laws and federal and state regulations; maintains electronic and hard copy reference materials pertaining to environmental laws, regulations, implementation guidance, agency policies, and related information.

· Identifies and anticipates emerging environmental issues of importance to the City; evaluates compliance options and recommends strategies to minimize negative impacts and costs to the City while optimizing effective control, or avoidance of attendant problems; represents the City’s interests with regulatory agencies and other stakeholders.

MINIMUM QUALIFICATIONS


1.
Education and Experience



A.
Bachelor’s degree in science, engineering or related field; and 



B.
Two years of progressively responsible experience in the environmental compliance of a publicly owned water or wastewater utilities serving no less than 2,500 customers. A Master’s Degree in Environmental Science, Environmental Management, Environmental Engineering or related degree may substitute for one year of experience.

Additional Requirements

· Must possess a valid driver’s license upon hire and obtain a City of Santa Fe driving permit within three months of hire.

· Must possess NMED Water Sampling Technician Level II Certification or obtain certification within six months of hire.

2.
Knowledge, Skills, and Abilities

Knowledge of public utilities principles and practices; of environmental regulatory practices and requirements associated with the Clean Water Act, Safe Drinking Act, Emergency Planning and Community Right-to-Know Act and other federal, state and local laws and regulations that apply to municipal operations in New Mexico; of multiple computer applications for routing tasks; and methods for emergency response to hazardous material spills and leaks.  

Skill in analyzing and organizing work, applying attention to detail, critical thinking and a multidisciplinary approach to solving problems; and evaluating social, economic, and technical issues.

Ability to present information, goals, and plans concisely; to access information and documents on the internet; to search and retrieve information and reference main frame, CD-ROMS; to analyze data, prepare spreadsheets, slides, overheads and work-processing documents; to clearly document activities for compliance purposes, to work independently, define priorities and accomplish multiple tasks.

3.
PHYSICAL DEMANDS/WORK ENVIRONMENT
Work is performed inside and outside, sometimes in inclement weather or slippery services and in confined spaces. Requires exposure to loud noises, vibrations, chemicals, toxic gases and fumes, germs, bacteria and allergens.  Work is strenuous and requires extended periods of walking, standing, lifting up to 50 pounds, carrying, bending, stooping, kneeling, crouching, reaching above the head and shoulders, climbing ladders, speaking, hearing and good visual acuity. May be subject to cuts, bruises, burns, insect bites or other injuries.  Work may require irregular work hours, late meetings, travel; and may be called out to address emergency situations.

ADA/EEO COMPLIANCE
The City of Santa Fe is an Equal Opportunity Employer. In compliance with the American’s with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective employees and incumbents to discuss potential accommodations with the employer.

TO APPLY:  Submit a completed City of Santa Fe application to the Human Resources Department, City of Santa Fe, 200 Lincoln, or mail to P.O. Box 909, Santa Fe, New Mexico 87504-0909 or apply online at www.santafenm.gov.  Applications become public record upon receipt and may be made available for public inspection upon request.  Resumes will not be accepted in lieu of the city application form.  When required of the position, attach a copy of high school/GED, college education, certification(s) or license(s).  Pre-placement physical exams are required.
ADA/EEO
Incomplete applications may delay or exclude consideration of your application.
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